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SUNSET REVIEW --BOARD POLICY NO. 9.140 HARD-HIRING FREEZE POLICY

As required by Board policy we have completed a sunset review recommendation for Board
Policy No. 9.140, which is attached.

On February 10, 2009, the Board of Supervisors approved a recommendation by the Chief
Executive Officer (CEO) to impose a hard-hiring freeze, except for critical health and safety
positions. Consequently, the CEO issued Hiring Freeze Process, Procedures and
Guidelines to all department heads (via e-mail) on March 5, 2009.

Subsequent memos with revisions and clarifications to the existing guidelines were sent to
all department heads (via e-mail):

. October 20, 2009 - to clarify existing guidelines;

. May 3, 2010 - to enhance the hiring freeze by further refining the Exempt Positions
List and require CEO approval for promotions; and

. July 26, 2010 - to consolidate all prior revisions into one set of guidelines, further
refine the Exempt Positions List and provide clarification on the procedures.

If you have any questions, please contact Matt McGloin at (213) 974-1694.
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Sunset Review Policy No. 9.140.m
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Policy#: Title: Effective Date:

9.140 Hard Hiring Freeze
02/10/09
06/07/2010

PURPOSE

Establishes procedures to allow County departments to fil budgeted vacancies, after
approval by the Chief Executive Officer (CEO), and establishes conditions for approval.

REFERENCE

April 27, 1993 Board Order, Synopsis 61

November 16, 1995 Board Order, Synopsis 7

June 24, 1997 Board Order, Synopsis 44B

February 10, 2009 Board Order S-2

June 22, 2009 Budget Deliberations

June 7,2010 Budget Deliberations

POLICY

Immediately ¡Implements a hard hiring freeze, excluding critical health and safety
positions, as approved by the Board on February 10, 2009, to keep salary and employee
benefits costs at an absolute minimum. Provides guidelines and process procedures for
departments to request hiring approval from CEO.

CEO issued Hiring Freeze Process, Procedures and Guidelines to all department heads
(via e mail) on March 5, 2009.

On June 22, 2009, the Board reaffirmed the hard-hiring freeze, exempting critical health
and safety positions. On October 20,2009, the CEO issued clarification (via email) to all
department heads on the existing guidelines and the general process. Also issued to all
department heads (via email) on May 3, 2010, the hard-hiring freeze \"/as enhanced by
further refining the critical health and safety exemption list of positions and requiring CEO
review and approval of promotions.



On June 7, 2010, the Board reaffirmed the hard-hiring freeze, exempting critical health
and safety positions. CEO consolidated all prior revisions into one set of guidelines,
further refined the critical health and safety exemption list of positions and provided
additional clarification on the procedures to all department heads on July 26, 2010 (viaemail). .

RESPONSIBLE DEPARTMENT

CEO - Classification and Compensation Policy DivisionAdministration
CEO Budget Development/Finance

DATE ISSUED/SUNSET DATE

Issue Date: November 16, 1995

Reissue Date: June 24, 1997

Review Date: October 18, 2001
Review Date: August 16, 2007
Issue Date: February 10, 2009

Supersedes Policy No. 9.140

Sunset Review Date: June 24, 1997

Sunset Review Date: June 24, 2001

Sunset Review Date: June 24, 2005

Sunset Review Date: June 24, 2009

Sunset Review Date: February 10,
202015
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October 20, 2009

To: All Department Heads

From: Wiliam T Fujioka I'I.~" ~.;
Chief Executive Offcer ~ lv-

,")

CHANGES TO GUIDELINES AND PROCESS - HARD HIRING FREEZE
AND FREEZE ON NON-ESSENTIAL SERVICES

AND SUPPL:IES AND FIXED ASSETS

On March 5, 2009, departments were notified that the Board of Supervisors approved a
recommendation to impose a hard hiring freeze as well as a freeze on non-essential
services and supplies and fixed assets (Exhibit I). Several issues have since surfaced
resulting in the need for clarification on certain hiring freeze guidelines and the general
process (e.g., Exception Request Forms and updating the Hiring Exemption List, etc.).
Exhibit II is a list of the clarifications to the guidelines and process related to the review
of the below issues:

. Blanket Authority Exception Requests;

. Reuse of Prior Approved Exception Forms for CWTAPPS Entries;

. Need for and/or Manager Level Required for Signature on the Summary
Transactions Sheet for CWT APPS Input;

. Procedure for Updating the Hiring Exemption List; and

. Travel and Training Requests

Regarding Travel and Training Requests: Effective immediately, departments are no
longer required to submit travel and training requests to the Chief Executive Offce
(CEO) for approval. Departments should continue to limit participation in all training
programs that have direct costs attached.

"To Enrich Lives Through Effective And Caring Service"
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All Department Heads
October 20,2009
Page 2

Also, attached is a revised Summary Transaction. Sheet for CWTAPP8. . 
Input

(Attachment I), Exemption List (Attachment II), and Exception Request Form
. (Attachment II).. The Exception Request Form has been modifed to reflect the Deputy

Chief Executive Offcer sign-off as the final approval for all hiring requests.
,

Please note that all departments must come to the CEO - Compensation Policy

Division to enter transfers into CWTAPPS as these are considered new hires. As stated
in the original guidelines, transfers between departments are not exempt unless the
classification is on the Exemption List. The requesting department must justify and
receive approval from the CEO for the transfer. The releasing department may not
backfll the position without prior approval from the CEO.

If you have questions or need additional information, please contact Ed Corser at (213)
974-2291.

WTF:SK
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Attachments

c: CEO Budget Managers
CEO - Compensation Policy Division (Pameia Sund)
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EXHIBIT I

County of Los Angeles
CHIEF EXECUT,VE OFFICE

Kenneth HaHn Hall of AdministratIon
500 WestTemple Street, Room 713, Los Angeles, California 90012

. (213) 974-1101
htlp:lfceo.lacounty.gOv

WILLIAM T FUJIOKA
Chief Execulive Officer

VIA ~LECTRONIC MAIL

Board of Supervisors
GI,ORIA MOLINA
First Distrct

MARK RIDLEY.THOMAS
Secnd District

ZEV YAROSLAVSKY
Third District

DON KNABE
Fourth District

MICHAEL D. ANTONOVICH
Fifth DIstrct

March 5, 2009

To:

From:

All Department Heads

Wiliam T Fujioka I .1 ~ rttll
Chief Executive Offcer vir ~ f .

HARD HIRING FREEZE AND FREEZE ON NON-ESSENTIAL SERVICES
AND SUPPLIES AND FIXED ASSETS

Subject:

On Tuesday" February 1 0, 2009, the 'Board of Supervisors approved a recommendation by
this offce to impose a hard hiring freeze, except for critical health and safety positions, as
well as a freeze on non-essential servces and supplies and fixed assets to address the
serious cash flow problem facing the County as a result of the delays in State reimbursement.

-111 addition, we èurrently project a County sho'rtall of approximately $204 milion for fiscal year
20.09-10./ which doës n'ot ifiClude the impact of further State çuts. As a' result, hiring and

expense restrictions wil likely continue through next fiscal year.

Your Chief Executive Office (CEO) budget analyst has previously shared with you the
amounts frozen in services and supplies and fixed assets, and on February 11, 2009 the
Auditor-Controller began processing the appropriation freezes. CEO analysts worked with
their assigned departments to provide lists of critical health and safety positions that wil be
considered exempt from the hiring freeze.

Attached are the following documents:

Hard Hiring I=reeze - Process and Procedures (Attachment Al

Attachment I - Summary Transaction Sheet for CWTAPPS Input

Attachment II - Hiring Freeze Exemption List. .

Attachment II -' Exception Form

Attachment IV - Guidelines for Hiring, Services and Supplies, and Fixed
Assets Freeze

If your department is under an existing' freeze, the guidelines (Attachment IV) are in addition
to the policies already in place. Also, the process in place for items such as Additional

Responsibilties. Bonus, Special-Step Placements, Supervisor/Subordinate Pay, MAPP, etc.,
which require CEO approval, wil not change.

'To Enrich Lies Through Effective And CãfÍng SeMce"

Please Conserve Paper - ThIs Document and Copies are Two-Sided
Intra-County Correspondence Sent Electronically Only



EXHIBIT I

All Department Heads
March 5, 2009
Page 2

A mitigation list for employees affected by curtailments is being developed to give these
employees priority placement opportunities. Departments must check the Mitigation LIst prior
to fillng out the Exception Form to ensure that an employee that meets the requirements of
the hiring .exception can be placed first.

If your department has critical positions that should be exempt from the hiring freeze and the
positions do not appear on the -Hiring Freeze Exemption List, please notify your CEO budget
analyst as quickly as possible.

Please note that only the 'new hire' screen inQWTAPPS is frozen, and only'approved new
hire transactions must be input by the Department through CEO - Compensation Policy
Division at Kenneth Hahn Hall of Administration (KHHOA). Departments stil have the abilty
to promote staff. Transfers between departments are treated as new hires, and must be
requested on the Exception Form unless listed on the Hiring Freeze Exemption List. All
transactions that departments input into CWTAPPS wil be monitored by the CEO,
Compensation and Policy Division, on a weekly basis to ensure that the items Input are the
items that were approved by the CEO budget analyst. If a discrepancy occurs, the CEO
budget analyst wil be notified immediately and the department may be ~uspended from
further CWTAPPS input.

. From time to tim"e; dep~utrrents may be asked for sümmarY inföimation 'on'hiring transactions
such as number of exempt positions hired, number of positions denied, number of exceptions
approved, etc. Please track each transaction separately and be ready to provide the
information quickly to your CEO budget analyst when requested.

Procedures to Request Exception For Services and Supplies. and Fixed Assets(Attachment Bl " . ~ .

Attachment iV - Guidelines for Hiring, Services and Supplies, and Fixed Assets Freeze

Departments may find it necessaiy to change their blanket encumbrances or reduce their
appropriation freeze amounts. Attached are the procedures to assist departments with their
requests for partial exceptions from freeze. These requests wil be considered on a case by
case basis within the attached guidelines (Attachment IV) and must be submitted for approval
to your CEO budget analyst on the Exception Form (Attachment II).

If you have questions or need additional information, please contact your CEO budget
analyst.

WTF:DL:
SK:AB:alc
Attachments
K:\WordChron2009\BudDevel\MemotoDepartenisProcedures Instructions and Guidelines



EXHIBIT I

ATTACHMENT A

HARD HIRING FREEZE - PROCESS AND PROCEDURES FOR EXEMPTIONS,
EXCEPTIONS AND CWTAPPS INPUT

:;:"

.'

A. Exemptions .:

1. Positions that are on the exempteçl position list submitted by the departent and
approved by CEO do not need to request approve.1 from the CEO Budget analyst to
hire. Departments must have a bU9geted, vacant item to fund the position, but no
documentation need be submitted to the budget analyst.

2. Once a department Is ready to input new hires on the exempted position list, they may
proceed to the CWTAPPS input process outlined In Section C.

B. Exceptions

1. Positions that are not on the exempted position list approved by the CEO must be
submitted by departments on .an Exception' Form (Attachment III) to their CEO
bud~et analyst.

2. CEO budget analyst reviews the department's justification following the Guidelines,
and Instructions in Attachment IV..

3. If the Exception Form is denied, CEO budget analyst wil inform the department.

, . 4. If the 'Exceptiön Form is' approved, the' CEO büdget añalyst wil forward the'
Exception Form to the Budget Manager and the Deputy Chief Executive Officer
(DCEO) for approvaL.

5. Budget Manager and DCEO wil approve or deny the Exception Form, and then
return the Exception Form to the CEO budget analyst. (If Exception Form is
denied, CEO budget analyst wil inform the department.)

6. If the DCEO approves the Exception Form, it wil be submitted to Debbie Lizzari.

7. Debbie Lizzari approves or denies the Exception Form and returns it to the CEO
budget analyst. (If the Exception Form is denied, the CEO budget analyst wil
inform the department.)

8. If the Exception Form is approved, the CEO budget analyst wil inform the
department they have approval to input the new hires into CWTAPPS, and wil
provide a copy of the Exception Form with approval signatures to the department.

C. CWTAPPS Input (New Hires Only)

REMINDER: All pre-requites must be met (e.g. Livescan and cleared medical exam) prior to
CWTAPPS input.

1. Schedule an appointment

Page 1 of 3



EXHIBIT I

ATTACHMENT A

a. When the department Is ready to Input transactions Into CWT APPS, they wil call
the CEO - Compensation Policy Division as soon as possible to set-up an
appointment for CWTAPPS entry.

b. The department must have the following information available before making the
call to the CEO - Compensation Policy Division. The Scheduler wil ask the
department for the following information:

. Department name

. Name of department representative

. NumIJer of transactions

. Requested time of appointment and estimated time needed for inputof all transactions .

. Name and phone number of person from the department making the
appointment.

The following CEO staff wil seive as schedulers:

Lisa Cotton - (213) 974-2468 .(primary)-
Icotton (§ceo.lacountv.dov

Rosy Alaniz - (213) 974-2608 (backup) -
ralaniz (§ceo.lacountv.gov. .' -'
Cecila Surla (213) 974-2420 (backup) -
csurla (§ ceo.lacounty.gov

NOTE: If the department needs to cancel or change their appointment1they must call the
Scheduler immediately so that their time slot can be given to another department.

2. Prepare a Hiring Freeze - Summary Transaction Sheet For CWTAPPS Input

(Attachment i)

The Summary Transaction Sheet for CWT APPS Input should list all of the.
tran~actions (exemptions. and exceptions)' to be Input into CWTAPPS during that
appointment time. The summary sheet must Include the department name and
approval by the Administrative Deputy or higher at the top of the sheet, each

employee's name, position person is being hired onto, action (i.e. new hire,
reinstatement, etc.), and effective date of transaction. Attachment i wil have a
column for the CWTAPPS entry date. The department wil hand write in this date as
they enter the transactions on the day they come to CEO - Compensation Policy
DMslon. -- - --.-. .--. . ._._- ..-.- - --.----.

Page 2 of 3
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EXHIBIT I

ATTACHMENT A

3. Assemble & Copy the Required Documentation

The Summary Transaction Sheet, along with copies of each Exception Form, is to
be provided to CEO - Compensation Policy Division at the scheduled appointment
time for CWTAPPS Input. This document wil be retained by CEO -
Compensation Policy Division, so copies needed by the department should be
made prior to .the appointment time.

4. Check-In Procedure

Department representative wil report to Room 526 of the Kennneth Hahn Hall of
Administration and ask for Lisa Cotton or the backup scheduler.

The department representative wil sign-in on the CWTAPPS Transaction Log
Book maintained by CEO - Compensation Policy Division.

5. Log-On Procedure

OnGe the department representative has signed in, the Scheduler wil contact the
CWTAPPS Log-On Person. The L.og-Qn Person wil escort the department
representative to the designated CWTAPPS entry station.

The department representative must provide a copy of the Summary Transaction
~ Sheet along with the cOlJies of the~ signed off Exception Form to OEO -
Compensation' Policy Division. The'Lög-On Pei"ö'n wil inspect the department's
documents against the exemption list and the attached, signed-off Exception
Form(s) for the appropriate information and signatures. CEO - Compensation
Policy wil retain this documentation for their files.

Once the Log-On Person has validated the department's doaumentation, the
department representative wil be logged into the CWTAPPS workstation.

6. CWTAPPS Input

The department representative must have the relevant knowledge of CWTAPPS
transaction input, as CEO staff wil not be available to assist with the input.

The department representative wil then enter their transactions into CWTAPPS.

7. Log-Out Procedure

Once the department representative has completed the input entries, they are to
log themselves out of the CWTAPPS system.

The department representative must report back to the Scheduler that they have
finished with their input. The Scheduler wil have the department representathte
sign-out on the CWTAPPS Transaction Log.

Page 3 of3



HIRING FREEZE. SUMMARY TRANSACTION SHEET FOR CWTAPPS INPUT
(EXEMPT POSITIONS AND EXCEPTIONS)

EXHIBIT I
Atthment I

DEPARTMENT:

DEPARTMENT APPROVAL:

(Signature of Admlnlatrlltlve Deputy or Highiir)
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EXHIBIT I

Altachmentll

i i

EXEMPTIONS TO THE HIRING FREEZE

ITEM NO. ITEM CI,ASSIFICATION REASON FOR EXEMPTION

. DEP~TMENT: FIRE
All Items are exemct Soeclal Distnct funds (IncludinQ Ufeguards which areseasonal\

DePARTMEN: HEALTH SERVICES -
4745 Dental AssIstant Direct Pallent Care

4746 Dental Assistant. Speia Proceduras Direct Patient Cere

4749 Dental Laboratorv Radioloolc Tech Crllical Ancllarv Staff

4750 Denial Technician Critical Ancilarv Slaff

4751 Dental Hygienist Pirect Patient Cara

4757 Dentallntem . Olrec Patient Care
4760 Dentl Resident Dlreot Palient Care

4763 Dentist Direct Patlenl Care

4767 Denlel Specialist DIrec Patient Care

4n2 VisllinQ DentlsVPer Session Direct Pallent Care

4773 V'isltna DentlsVDailv Direct Patient Care

4866 Occupational Heallh Phvsloloolst Direct Patient Care-" 4878 Autopsileçhnician . Critical Ancllarv Staff

4879 Aulopsv TeChnician, phooanmhv Grltical Ancilary Staff

4885 Prosector Cntical Mcllaiv Stall

4895 Medical Technoloolst I Critical AncUlerv Staff. - -

4899 Medical Tech, Data Swtems Crtical Mcilerv Stall ..

4902 Laboratorv Qualiv Control Coordinator Critical Ancilarv Stall

4919. Clinical Microbioloalst i Critical Ancllarv Staff

4921 CUnlcal Geneticist. Medical center Critical Ancllarv Staff

4922 Clinical Chemist Critlcel Anclllaiv Staff

4936 Electron Mlcrosoopv SceclaRst Critical Mcllarv Staff

494B ToxicoloQV Tech Critlcel Ancillaiv Staff

4953 Tissue Analvsis Technician Trainee Crltcel Ancilarv Staff

4954 Tissue Analvsis TechnicIan I Crilleal Ancllarv Staff

4959 ICvoloav Laboratorv Tech I Critcal Ancillarv Staff
. .

4974 laboratory Attendent Critical Ancilarv Staff" .
. ... .. . .

._-
4976 Laoratorv Assistant Critical Ancilary Staff

4977 Phlebotomv Techniclan I Critical A;'ciliarv Staff

4979 Blood Gas Laboratorv Techician I Crical Ancilaiv Staff

5047 Physician Assistant Direct Patient Cere

6055 Mortuary AUendant Critical Ancilarv Staff

6065 Ambulence DrIver Critical Ancilarv Staff

5066 Ambulance Medical Technician Direct Patient Care

506B Ambulance Discatcher Critical Anciliaiv Stafl

5062 centl Service Tech I Critical Ancilarv Stall \

Clinic Nurslna Attendant I
."

Dire9~ Patient Care J
50B7 r

5089 Home Nursina Attendant Direct Patient CaLe

6090 ClinicLVN i Direct Patient Care ..
5096 Unit Support Assistant Direct Patient Care ...

609B Nurslna Atendant I Direct Patient Care

5104 LVNI Direct Patient Care ...-
510B Rehabiltation Associate Direct Patient Care

5111 Sumical Technician Direct Patient Care

6113 Student Worker Nursino Direct Patient Care

5116 Senior Student Worker Nurslna Direct Patient Care

6121 Nurse Pracllioner Direct Patient Care

5133 Realstered Nurse I -- Direct Patient Care

5134 Reolstered Nurse II Direct Patient Care

5135 Registered Nurse II Direct Patient Care

6208 Clinical Instructor Direct Patient Care

5261 Relief Nurse Direct Patient Care

6357 Clnical Nurse Soecialist Direct Patient Care

5359 Nurse Mldwlle Direct Pallent Care

6408 Phvslcian Postoraduate , Direct Patient Care

5421 Physician, MD (As Needed/On Direct Patient Care

5422 Physician, MD/Ernergencv Room Direct Patient Care

546B Clinle Physician, MDlPer SessIon Direct Patient Cere

5469 Clinic Phvslclan, MD Direct Patienl Care

5471 Consulting Speclalist MD Direct Patient Care

5472 Consuiiina Soecialist. MOirer Sessloñ Direct Paiieni Care

5476 Phvslclan MD Direct Patient Care

6477 Physlolan Specialist, MD Direct Patient Cars

5501 Pharmacy Helper Critical Ancßlarv Staff
....il" i 01 a

:".
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EXHIBIT I .-
Attachment 11

I

EXEMPTIONS TO THE HIRING FR.EEZE

ITEM NO. IT!:M CLASSIFICATION REASON FOR EXr:MPTION

5504 Pharinacv Technicia Crical Ancllarv Staff

5506 Radloohannacv Tech Critcal Ancilarv Stall

6508 Intern Pharmacist Crillcal Ancllarv Staff \

5512 Pharmacist Critical Ancllarv Staff

5513 Ollnlcal Pharmacist . Oritical Mcllarv Staff

5514 Radloohannaclst Crll1cal Ancllarv Staff

5545 Oardlac Eleètrodiagn~tlc Technicia I Direct Patient Care

6553 . Analoaraohv Technician Cntica Ancilar Staff- 6555 Oerdiovasculat Technician Trainee Diret Patient Care

5560 EEG Technician I Critica Ancilarv Stall

557 Pulmonarv Phvsioloav Tech I Direct Patient Care

555 Renal Dlalvsls Eoulomant TechnIcian Crillcal Ancilarv Staff

5565 Resplratorv Care Practiioner I Direct Patient Care

5595 Orthopedic Tech Crillcal Ancilarv Staff

5603 Olinlcal Penuelon Technician Asslslant Direct Pallent Care

5604 CUnlcal Panuslon Technician Direct Patient Care

5606 Hoscltal Medical Assistant Orltlcal Ancllarv Staff

560B Oohthalmoloov Tech Cmical Mcilarv Steff

56t1 Ootometrist Cril1o~1 Mcllarv Staff

5612 Orthootlc Tech Criliesl Ancllarv Stff

5613 Urology Technician I Direct Patient Care

5772 Radlatlon Protecton Soecalist Crtical Ancillarv Stall

578 Medlcal Radiation Phvslcist Critical Ancillaiv Staff

5794 Dlaanostic Ultrasound TechnIcian Critical Ancilarv Staff

579B Radloloalc TechnolMist Critical Ancilaiv &aii

5799 Radioloalc Technoloalst Soecial Procedures Critical Ancllaiv Staff

5601 Radlatlon Theraov Tech Crltlcel Ancilarv Staff

5602 Nuclear Medicine Technoloalst I Critical Ancilaiv Staff

5636 Ucensed Phvslcal Theraov Assistant Direct Patient Care

5837 Physical Theraoist I Direct Patient Care

5644 Phvsical Therapv Consullant. Equioment Crllical Anciliaiv Staff

5656 Occuoalional Theraolst1 . DlrecfPatiert9.iire' ..
. - . ..

-- 5658 Certifed Occoational Theraov Asslsiant Direct Patient Care

5870 Recreation Theraov Assistant

~.
Direct Patient Care

5871 Recreation Theraolst i Direct Patient Care

5880 Pocliatrlst Direct Patient Care

5682 Rehabilitation Theraov TechnicIan Direct Patient Care

5886 Sceech Patholoov Assistant Direct Patlant Care

5887 SDeech Patholoolstl Dlreot Patient Care

5894 Audloloalstl Direct Patient Care

6531 Medical Electrnic TechnicIan Crllical Ancilarv Staff

7071 Radloloov Photocraohlc Assistant Cmicel Ancillarv Stalf

70B1 Medlcal Photocraoher Cmical Ancßlarv Stff

8592 Rehabilitation Counselor I Direct Patient Care

9001 Medical Caseworker I - Direct Patient Care ....,~._-~.-
9013 Clinical Social Worker Direct Patient Care

9034 Psychiatric Social Worker I Direct Patient Care

9071 Children's Social Worker I Direct Patient Care

9328 Patient HeiDer Critical Ancilarv Staff

DEPAÄTMENT: INTERNAL SERVICES

7202 Assistant Chief Slationarv Encineer Supervises energy plant personnel and operations 24f oDeratlon

7203 Ohlef S1atlonarv Enolneer Supervises enercv olant cersonnel and ocerations 24fT oDeration

7200 Statlonarv Enalneer Control Specanst Monitors energy clant eaulpment penormance

7793 Stationaiv Enclneer Helper
. _. Maintain comoliance wi Article 15 . au 401 MOU staffna levels

7198 StationarY Enaineer II Maintain camoliance with Article 15. au 401 MOU stffna levels
.

DEPARTMENT: MENTAL HEAL.TH

1479A Conservator/Adminlslrtor Assistant SUDcorts direct client seivices;~direot leaal fiduciarY resDonsiblHtv.

1480A Deputy Public Conservatar/Admr I SuoDOrts direct client serves: dire leiial fiduclar rBsoonsibililv.

4735A Mental Heallh Psychiatrist Direct patient care

5121A Nurse Practitioner Dlreot patient care

5139A ReQistered Nurse I, Sheriff Direct oatient care

5140A Reoistered Nurse II, Sheri Direct oatient care

5141A _ .R,!g~s!!ed NE.'?_~ !!,._Sheriff __.
Direct oatient care

527eA Asst Mental Health Counselor. RN DIrect patient care- ._-
527BA Mental Health Counselor. RN l?i!!!l! eatlenl care

5340A Sucervisina Stalf Nurse I. Sheriff Direct oatient care

Page 20f6
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EXHIBIT I
Atlachantll

ITEM NO. 

6341A
5411M
5467J
546a
5471F
5472.
6475A
5478A
5859A
5884A
810M
8111A
8161A
8162A
816M
859M
8694A
8695A

__ 8697~
8711A
6712A
9001 A 

9029A
9030A
9034A
S035A
9038A

I I

EXEMPTIONS TO THI; HIRING FREEZE

REAON FOR EXEMPTION
Direct patient cara
Direct catlent cara
Direct calient care
Direct catlent care
Direct catlent care
DIrec catient care
Direct patient care
Direct pallent care
Direct catlent care
Direct catlent cere
Direct patient care
Dlract catlent cere
Direct patient care

Direct patient care
Direct catlent care
Direct cetienì care

Direct catient care
Direct catient cere
Direot patient care

- ói;ac catlent care

Diret catiant ca:re
Direct patient care
Direct patient care
Dlract catlent care
Diret patient care
Direct patient cara
Direct catlent care

ITEM CLASSIFICATION

Supervlslna Staff Nurse II, Sheriff
Phvslclan Pos ßreduate (2n Yaar\
Mantl Haalth Consultant, MD (Par Session)
C1nlo Phvslolan. M.D, (Per SesslonlConsultln" S"eclallst, MD .
Consultlna S;acalist, MDiPer Sa6slo~\ ----.-
Phiisician, MD
Sanlor Phvslclan, MD
Occucational Therapy Suoervisor I
Substanca Abuse Counselor
Communill Worker
Mental Haalth Peer Advocte
Psichlatric Technician i
Psvchlatric Techician II
Psichlatnc Technician II
RehàblltaUon Counselor II
ClinIcal Psvchololl Intern
Clinical Psvcholoalst I
Clinical PsyologIst II
Communlll Mental Health Psvcholoaist
Sr Communitll Mental Health Psvcholoolst
Medical Case Worker I
Mental Health Clinician 1
Mental Health Clinician II
Psvchlatrlc Social Worker I
Psvchiatrc Social Worker II
SUDervlslnii Psiichlatric Social Worker

DEPARTMENT;

__..~!,4~_
PROBATION
Cu~ocian (JlJ\len~e,i-al!s) . The Probation Deparent has standards to malntan. Policies, Procadure and

Directives ara In pllfclfto-maet.thesarequlred.ndardstomalntalnacleanand healthy.
environment at a Juvenile HaU for our clents, ståff, volunteers. visitors and the genera.
public. Regulatory agencies Inspect our facilties on a routine basis to ensure that codes
and madates ara mel The Corrections Standards Authority, Departent of Haalth
Services, Departent of Public Works, Los Angeles Fire Department, and Probation

CommIssIon conduct Ihese Inspections. Custodians penorr essanlial services that are
critical to the Departant to correctly maintain compliance with thase Inspecllons.

..... .

8608A Deputy Probation Olficer I, RT C'Camps") Tltie 15. Califomia Coeo! Regulations, requlras a staff to minor ratia of 1 :15 on duty
during waking hours. Tha Departent of Justice Invastigation repo of October 31.
2008, suggests thaI "the gena rally acceptad professional standard Is 1 :8/1 0 during tha

day." Tha position will assist rection of Yout on Youth violence and allow stall to
address and ,respond to Incidents as they ocur. Thay penorm the less dllfcult and lass
complex tasks of professional level probation work. They obserye, evaluate and
document IndivIdual and group behavior. They lacilitta and co.!acUitate smalt group
inleiventions. They maIntain group and Individual behavior standards. Conduct the
livng group prccess to Include proper supeivision of minors eallng, showarlng,
restroom, visiting, schcol and recreational actlviUes. To minlmlie the use of costiy
overime Ihat would result if the position remains unflied

In addition to the dutias of the Oeput Probation Officer i, carres a caseload of more
complex cases. Coordinates tha ongoing secrity of tha dorm and facilit. Exerçlses
and displeys a journeyman lev.at of knowledge In probation casework counseling and
othar duties requied In the camp seWng. Conducts situatIonal Investigations or minors
Involvement In Incldenls and delinquent behavior, Assist the Suparvlsing Depuy
Probation Ollcar (SDPO) In traning naw probation personne and In other detals the
SDPO may delegate to the DPO II. To minimize the use of costly overUme that would
result If the Dosltion remiinsunfilled.
Titia 15. California Code of Regulations, raquires a stan 10 minor ratio of 1 :30 during
slaep hours. The Departent of Justlca Investigation report of Ocober 31, 2008,
suggests thai "the generally accepted stndard for stan.to-outh ratios at night 

Is

1:16/20. To De-Escalate potentially harmful situations and supervIse minors while
asleep or awake. To pravent sulclda attempts. self-Injuries or ascape aiiempts during
tha nIght hours. thus, providing a safe and secure envlronment for mInors ~uring
sleeping hours. Complete security checks by makig sure the physical codition of tha
slaeplng quartars ara safe with proper lighting, sacure windows, secra doors, seure
perimeter. and elcetera. Provlde emergency ffrst aid and refer other medical prolems
to appropriate staii. Compiet8 parwOfi( such as bad cik.arti merit ladder. etcetera. To
mlnlmlie tha use of cosUy overtima that would rasult If the positlan remaIns unfiled.

;~
.:

~

8609A

8617A

Deputy Probation Ollcar II, RT ('Camps")

Group Supervsor, Nights (RTSa. .Camps.)
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I I

EXÈMPTIONS TO THE HIRING FREi:ZE

. ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

8618A Group Supervr. Nigts (Delentlon Servces Bureau) Essental Item that provldii direct child supervIsion withIn a Juvenile hall or camp. To De
Escalate potentialy harmful s.ituatlons and supel\e mInors while asleep or Bwake,. To
prevent sulcke attempts. sell-inuries or escpe Biiempts durng the nIght hors. To
minimize the use of cost~ oiertlmethat would result If the posllIon remBIn unflßed.

86SSA Detention Servic Oficar DIrect child supervision Item within Juvenile halls. State COions Standards Autrit
(CSA) staffng requirement of 1 TO 10 staffng In every livng unit 

to ensure coptiance
with DOJ mandates. The posltlon will assist reucon of Youth çin Yout violence and
allow stff to address and respond to Incidents as they occur. To minImIze the use 01
costly overtme that would resultlf the poitlon remains unfled.

8657A Sr. Deention Services Offcer Direct chUd supervisIon staff within Juvenile halls, esnUaI to meetng CSA staffng

ritl0. To oyersee DSO and GSN etal'. CounS91 minors by givng support and modify
minor's behavior. Instnict staff on how to provide slnicture to mInors In accepted sacral
norms. Instrcts slaff on how 10 prevent and respond to crisi situations In the liing
units. To mInimize the use of costly overtime that would result If thE! position remelns
unfiled.

8659A Supr. Detanllon Services Offcer Supervises direct child supeision staff In B Juvenle hall. Bnd provides criical
compliance assurence lor DOJ correcUve Bctions Review BII reports such as special
IncIdent report. physlcBllnterventions reports. Bnd SPSCIBI hBndling unit referrals.
Ensure that staff used proper Intervention techiques. Conduct InvesIgations
pertaining to SIBff. Train Transportllon Deput who Bre responalble for supervising
minors. Preoare oerformance evaluatios for slaff.

DEPARTMEN; PUBUC HEALTH
566B Environmental Health TechnlclBn Crftlcal Public Health Inscections

S670 Environmental Health Specialist I. CnUcal Public Health InscecUons

5701 Heali FBCllties Consultation, Nursing Critical Public Health Inscections

snz Raåiation Protecton SpeclBlit Critical Public Health Inseectlons

sn8 Medical Radiation PhysIcist Critical Public Heaith Insoecllos

5780 HeBd. Radition Cotrol Critical Public Health Inspections
-.-,-..

PUBLIC HEALTH. OFFICE OF AIDS PROGRAM 8i POUCYDEPARTMENT;
1757 EPIDEMIOLOGY.ANAL VST Rvan White CARE Act Reoulrem-iñt .., .. '..~
1759 EPIDEMIOLOGIST Rvan White CARE Act Reouirement

4613 HEALTH PROGRAM CORDINATOR RVBn White CARE Act Renulrement

4848 HEALTH EDUCATOR Rvan White CARE Act Reaulrement

5133 REGtSTERED NURS'E I Rvan White CARE Act Reculrement

5230 PUBLlC,HEATH NURSE Rvan White CARE Act Reoulrement

5479 CHIEF PHYSICIAN I,MD RvBn White CARE Act Reouirement

6701 HLTH FACILITES COSULTANT NURSE RVBn White CARE Act Reoulrement

8108 _ ÇQMMUNITV SERVICES COUNSELOR
Rvan White CARE Act ReQulrement

..

DEPARTMENT: PUBLIC SOCIAL SERVICES

9051 Soclàl Worker Provides direc client sarvices/Parrled clas oromotion

9179 EllalblOtv Worker It Provides direct client seNlcesParrled c1ss prootion

DEPARTMENT; SHERIFF

Anelyzes, prepars report, Bnd disseminates technlcallnlormatlon Bnd data 'relevant to

actual Bnd anticipated criminal activity to operational personnel to Increese the

939 Crima Analvst effectiveness of oatrol deplovment. crime prevention, and Boprehenslon 01 susoects.

2217 Custodv Records Clerk I Performs snecialized clerical work In the Custodv DivIsion Shenf's oë-;ãrtent.
Receives training and practica experience. under immedite supervision. In receiving
and respondig to calls for emergency Bnd non-emergency Bssistane Bt the Sherifls

2450 Public Resconse DlsDatcher I Departent CommunIcatio Center

2704 Communllv Services Assistant Performs varletv of rouline law enforcement related service and suPPOrt functions.

2707 DepuIV SharlfTralriee Partlcloates In B baic law enforcemant trlnlnn cronra.
Peiforms general law enforce.ment duies to protect life Bnd properl and to presere

Deout Sheriff fLaterals & Relnstatements\

law and order.

270B
. Assists sworn personnel In maintainIng order and security In B custody detenllon or

2749 Custodv Asistat stalion IBii facilitv

282 Securlv AssIstnt Assists swrn personnel In provIding securiIV and ouardno CounIV Di:OlirtV.

2B2B Security Officer Assists sworn oersonnelln ouardno Countv prooert.

4331 Crlmlnallstics Labara\ON Technican Performs standard chemic orocedres to analvze sneclens 01 evldenliN matsrlal.

Posltlons In this class learn bath field and laboratorY Bnalysls Including procSélng crfme

43 Forensic Identification Soeclallst I scenes bv recgcniziu, seafchliiui CuU;anCi. and D.'"sar..lo.. "h\'Sca! evidnce.

43 CrlminaDst Performs ohvslcal and chemIcal anelvses reulred In sclenlilc criinallnvesllnations

Performs field or laboratory analysis lor procesing and comparing fingerprints. and

4334 ForensIc Identification Soelalst II orocesslnn comolex crime scenes.

EXHIBIT I

Attachment II
.'
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EXHIBIT I
Allachmentll

II
EXEMPTIONS TO THE HIRiNG FREEZE

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

4895 Clinical Laboratoiv Scientist I Perform cllnlcallaboratorv tests.

5100 Nurslna Attendant II
Provides Drescrlbed cara tD Datients In a correctional facllUv.
AssIsts In the proision 01 nursing cara and medical 

treatment of Inmate patients In a

5107 ". Nurslna Assistant
Sheriff's CUSIo"ci faciltv.
provides professional nursing care to Inmates In a correctional facility as required by

5139 Reolstered Nurse I TiUe 15.
This experienced class provides Independent. comprehensive profesional nuring care

Realstered Nurse II

to a diverse group of patients In a variety of patient care settings and precepts or leads

5140 others.

This procient cless focues on applying extensIve knowledge and skiUs to conslenlly

5141 Reolsterad Nurse ii orovlde comorehenslve care to Inmate Datients In a Shertf's custocl facllllV.

6214 Nurslna Instrctor Provides Instrution and tralnlno 10 nurslnQ stff.
Supervises nursing actlvities on a ward or In a cRnic In a large Sheriff's Cusody facniiy,

5340 SUDervlslna Staff Nurse I innnnaiv or an outlying custodv facllliv for a shift.
Provides specialized medica service to Inmates In a correctIona facUlty as required by

5476 Phvslcian Soeclalls. M.D. Titie 15.
Performs a vañely of technical and support pharmacy seivces In a correcllonallacllity

5604 Pharmacy TechnicIan pharacv.
Provides professional pharmacy services In a correctional facility and provides technIcal

5512 Pharmacist supervision 10 SUDDort personnel In the peormance of oharmacv dulles.

Performs radiographic proedures employing the usa of X-rays to prouce Images of

579B Radiologic Technolooist various Dart of Ihe bodY for the d1aMosls of oatholoolcal and traumatic disorders.

7492 HellcoDter Mechånic Performs critical mechanical duties on deoartment aircraft.
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EXHIBIT I

Attachment II
..

.'

Exception Form. Requests for
Hiring, Services and Supplies or Fixed Assets

Department 1 Cluster:

Request pate:

Exception Requested for:
(Please -/ one box) .

D Hiring
D Services and Supplies
D Fixed Assets

Program I Unit:

Funding Description:

Funding Source:
. ,

No. of Position(s) and CIassification(s):

$ _ One-time $ _ Ongoing $ _ Revenue Offset

No. of Positions

Dept
Fund Code

Classification

Org Org
level 1 Level 2

Dollar

Amount

Services and Supplies or Fixed Assets

Department Approval:

CEO Budget Analyst:
Approved

Employee Mitigation List:
Did any employees on the Mitigation D Yes
List meet the requirements for this
hiring exception? No

. Budget Manager:
D Approved

D Denied.Signature Required

Deputy Chief Executive Officer:
0 Approved

D DeniedSi nature Required

Debbie Lizzari:
D Approvedr-

I
Signature Required U Denied

Attachment III ExcepUon Form.doc

. . ~ . ..._MO..". . _... .. ~" _."'_ ...... . _.. _._ _. _0", .... .. ....__. ___ .......... .~.. ..... .__._.... .. _._.... ,"' ....... . M



EXHIBIT I

Attachment IV

Guidelines for Hiring, Services and Supplies & Fixed Assets Freeze

All requests for exemption m!Jst be submitted to your CEO budget analyst.

Services and.Supplies I Fixed Asse~s:

Requests for partial exemption from the services and supplies and fixed assets
freeze shall be within the following guidelines:

. No travel and training expenditures unless reimbursed by self-funded or funded

by an outside source.

a Travel for .Association meetings wm not be allowed unless self-funded or

funded by outsidß source.

a Participation in Association meetings, staff meetings or other networking

groups should be encouraged through the use of conference calls.

a Travel I training for continuing education for licensure if required under an
MOU wil be permitted.

a-Attendance at meetings that preserve or enhance the County's revenue
pesition wil be exempt

. Tuition reimbursement wil be permitted for:

a Students currently enrolled in classes for the semester/quarter - after the
session ends, no further reimbursement is allowed.

a No new enrollees.

a Continuing education classes for licensure requirement wil continue to be
reimbursed.

. Mileage claims that are required as part of the job assignment wil continue to be

reimbursed but departments should monitor all non-essential mileage and
encourage alternatives where appropriate such as conference calls.

. Renovations that are currently underway may continue. New renovations are to

be deferred unless the delay creates a health and safety issue.

. Although the Management Council Fall Conference wil be held, only time off wil
be authorized for.employees. All out-of-pocket expenses must be paid by the
employee. The Spñng 2010 Conference wil 

likely be cancelled.

Page 1 of 3
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EXHIBIT I

AUachmantli

I I

EXEMPTJONS.TO THE HIRING FR.EEZE

ITEM NO. IT~M CLASSIACATION REASON FQR EXEMPTION

5504. Pharmacy Technician Criical Ancilary Staff . -

5506 Radloohaimc" Tech Critcal Ancilary Staff

5508 Intern Pharm.aclst .- --.- -- -- Crlt~al Aoclljarv Staff ,

5512 Pharmacist Critical Ancilary Staff

5513 Clinical Pharmacist. Critical Anilary staf
5514 Radlooharmaclst Critical AncDlary Staff

6545 Cardiac Eleètrodla9I1ostic Technician I Direct Patient Care

653 - Anolooraohv TechnIcian Critica AncUiar Staff- 5555 C¡udlovasculat Tecnician Trainee . Diret Patient Care

5560 EEG Technician I Critical Ancilary Staff

5567 Pulmonarv Ph"sioloevTech i Direct Patient Cae

555 Renal Dlalvsis Eoulement TechnIcian Crilical Ancillary Staff

5585 Reselralorv Care Practitioner I Direct Patient Care

5595 Orthooedlc Tech Critical Ancmarv Staff

6603 Clinical Penuslon Technician AssIstant Direct Patient Care

5604 . Clinical Penusion TechnicIan Direct Patient Care

5606 Hosoltal Medical Assistant Critical Ancilarv Staff

5608 Onhthalmolonv Tech CriticG1 Ancilary Staff

5611 Oolomelrist Critleal Ancilary Staff

5612 Orthootlc Tech Crilical Ancillary Stff

5613 Ureloev Technician I DIrect Patient Care -

fj72 Radiation Protection Soecalist Crtical Ancllarv Staff

578 Medical RadiatIon Physicist Critical Ancillary Staff

5794 Diaanostic Ultrasound Technlciiin Critical Ancilarv Staff

5798 Radioloolc Technologist Critical AncIlary stff
6799 Radioloolc Technoloelst, SDeclal Procedures Critical Ancilary Staff

5801 Radiation Theran" Tech Critcal Ancillarv Staff

5802 Nuclear Medicine Technologist I Critical Ancillary Staff

5836 Licensed Phvslcal Theraev Asslslant Direct Patient Care

5837 Phvsical Theraoist I Direct Patient Care

5844 Ph"slcal Theraov Consultant. EQuloment Critical Ancillary Staff

5856 Occuoational Theraoist' . Dlract'PatlenlÇare' ..
. - . ..

- 5858 Certifed Occuoallonal Therapy Asslsianl DIrect Patient Care

5870 Recreation Theraov Assistant Direct Patient Care

5871 Recreation Theraoistl Direct Patient Carli

5880 Podiatrist Direct Patient Care

5882 Rehabiltation Theraov TechnIcIan Direct Patient Care

6886 Soeech Palholoov Assistant DIrect Patlent Care

6887 Sneech Patholonistl DIrect Patient Care

5894 Audloloolsl I Direct Patient Care

6531 Medical Electronic Technician Critcal Ancllarv Staff

7071 Radloloov Photooraphlc Asistant Critical Ancillarv Slalf

7081 Medical Photooraoher Critical Ancmarv Staff

8592 Rehabilitation Counselor I Direct Patient Care

9.001 Medical Caseworker I .- - -- Direct Patient Care

9013 ClinIcal Social Worker Direct Patient Care

9034 Psychiatric Social Worker I Direct Patient Care

9071 Children's Social Worker I Direct Patlent Care

9328 Patlent HeIDer Critical Ancllary Staff

DEPARMENT: INTERNAL SERVICES

7202 Assistant Chief Sttionarv Eniiineer Supervises enargy plant peraonnel and operations 241 ooeratlon

7203 Chief Statlonarv Engineer Supervises enerov olant Dsrsonnel and operations 2417 oeeration

7200 Statlonarv Enoineer Control Seeciarist Monitors energy plari eaulnmenl cenormanc

7793 Sttionarv Enolneer Helper .. Maintain comoriance with Article 15. au 401 MOU staffna levelS

7198 Statlonarv Enoineer II Maintain comDliance wiUiArlcle 15. au 401 MOU stana levels

DEPARTMENT: MENTAL HEALTH

1479A Conservator/Administrator Asslstanl Suooorls direct client services; direct lagal flduclaN resDOnsiblUIv.

148M DeeuIV Public Conservator/Admr I Suooorts direct client servlcas; dire leoal fiduclar resoonslbillv.

4735A Mental Health Psychiatrist Direct patient care

5121A Nurse Practitioner Direct oatlent care

5139A Reoistered Nurse I, Sheriff Direct patient care

5140A Reoistered Nurse II, Sheriff Direct patient care

5141A _ .R.e,9Ls~ed N~,?_El !!.pheriff _..
Direct Datient care

5276A Asst Mental Heallh Conselor. RN --- Direct palient care-
5278A Mental H eallh Counselor, RN Dir!!!l! eatlenl care

5340A Suoervisino Staff Nurse I, Sheriff Direct patient care
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II II ,

EXEMPTIONS TO THE; HIRING FRE;EZE

ITEM NO, ITEM CLASSIFICATION REASON FOR EXEMPTION

5341A Suoeivslna Staff Nurse II, Sheri Direct Datient care

5411M Physlcien, Pos Graduate r2nd Yearl Direct oatlent cara

547J Mental Hiialth Coisultat. MD lPer Session) Direct Delient care

5468 Crinic Physlalen, M.D. IPer Sesslonl Direct oatlent care

5471F Consuilla Soeclallst, MD Direct Dallent care

6472. Consultlnc: Sceclelist, MDiPer SBSlo~i---' Direct Datient care

5475A PhYsician, MD Direct catient care
- .-

547SA Senior Phvslcian, MD Direct Dailent care

5859A Occuoatlonel Thenicv Sucervsor I Direc catient care

5884A Substance Abuse Counselor Direct oatlent care

810M Communll Worker Direct Dallent care

8111A Mental Healt Peer Advocate Direct Datient cere

8161A Psvhlatric Technician I Direct Datlent care

8162A Psvchlatrlo Technician II Direct patient oare

816M Psvchiatrlc Technician II Direct Datlent care

859M Rehabiltation Counselor II Direct Datieni care

8694A Clinical Psvcholoay Intern Direct Datient care

8695A Clinical Psvcholoaist I Direct Detient care

_. 8697!- Clinical pSlcholoalst II --- DJr~atient care

8711A COmunlt Menta Health Psvcholooist Direc Datient care

8712A Sr Communitv Mental Health Psvcholocilst Direct Datient care

9001 A Medical Case Worker I Direct patient care

9029A Mental Health Clinician I Direct Datient care

9030A Mentl Health CRnlclan II Direc oatient care

9034A Psvchlatrlc Socia Worker I Direct patient care

9035A Psychiatrc Social Worker II Direct oatlent care

9038A Suoervlslnc: Psvchlatrlc Social Worker Direct oatlent care

DEPARTMENT: PROBATION

- - 6774A . Custodian (JuvenDii Halls) The Probation Deparent has standards to malnlan. Policies, Procedures and
Directliies sre-In pl¡rCÐ-to-meei-lTese-requlred~ndards-to-malntainadeanandhealthy-

.. .. environment at a Juvenile Hall for our clients, staff, volunteeni, visitors and the general.
public. Regulatory sgencles Inspect our facll~es on a routine basis to ensure ila! codes
and mandates are met The Corrections Standard Authority, Department 01 Health
Services, Department of Public Works, los Angeles FIe DepBrent. and Probation
Commisson conduct these Inspections. Custodians perform essenlial services Ihatare
critical to the Departent to corecty maåitaln compliance with these Inspections.

.

860BA Deputy Probation Officer I, RT t'Caps") Title 15, Califomia Code of Regulations, requires a staff to minor ratio 011 :15 on duty
during waking hours. The Deartent of Justce Investiga~on report of Octobar 31,
2008, suggests that "the generally accepted professional standard Is 1 :811 0 durig ile
dey." The position will assist redction 01 Youth on Yoll violence and allow stalf to
address and .respond to Incidents as they occur. They penorm the less dilflcuU end less
complex tasks of proesslonallevel probation work. They obserye, evaluate and
documentlndMdual and group behvior. They faclllQte and co-facUitate small group
interventions. They maintain group and Indiviual behavIor standards. Conduct lhe
livng group process to Include proper supervision of minors ealing, showarlng,
restroom, visiting, school and recreational activities. To mInimIze the use of costly

overtme that would result If the (lsUion remains unUlled

8609A Deputy Probation Olficer II, RT ('Camps") In addition to the duties of the Deput Probation Officer I, carres a csseload of more
complex cases. Coordinates the ongoing security of the dorm and facUit. 'Exerçlses
and displays a Journeyman lev.el of knowledge In probation casework couneling and
other duties required In the camp setUng. Conducta sltuatlonallnvestlgatlona or minors
Involvement in incldenls and derinquent behavior. Assist ile S\!perv~ing Depuy
Probation Offcer (SDPO) In training new proballon personnal and In other detals the
SDPO may delegate to the DPO II. To minimize the use of costly overtma that would
resuU II the cosltlon remains unllied.

8617A Group Supervisor, Nights (RTSa - .Camps") Title 15, Califomla Code 01 Regulations, requires a stall to minor ratio of 1 :30 during
sleep hours. The Departent of Juse Investigation report of Ootober 31, 2008,
suggests that "te generally accepted standard for ataff-to-outh ralios at nIght Is
1:16/20. To De-Escalate potentlaUy harmlul situations and supervise minors while
asleep or swake. To prevent suicide attempts self-Injuries or escape attempts durIng
the night hours, thus. provIding a safe and secure environment lor minors ~uring
sleeping houlS. Complete securUy checks by making sure ile physical coditlon ot the
sleeping quarters are safe with proper lighting, secure windows, secure doors, secure
perimeter, and etcetera Provide emergency first sid and refer other medical probems
to appropriate stall. Coplete paperwork such as bed ohart, mEltladder, etcateiB. To
minimize the use of cosily overtme ilat would result il the p08illon remains unfilled.

EXHIBIT I
Attachment Ii
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EXHIBIT I
Attchment II

I

EXeMPTIONS TO THE HIRING F-REIiZE ..

. ITEM NO. ITEM CLASSIFICATION REAON FOR EXEMPTION
86tSA Group Supervsor, Nights (DetenUOn Services Bureau) Essential Item that providesdlreet child supervsIon within a Juvenile hall or camp. To De

Escalate poentlally harmful siluUons lind supeMse minors while asleep or awak. To
.. prevent suicide auempts, self-Inuries or esc allempt during the night !!rs. To

mlnlmlze the use of costly overtim that would result If the poslUon remain unfed.

8655A DetenUon Service Offcer Direct child supervisIon Item within ¡wenlle hans. State Corrections Standards Aurity
(CSA) staffing requirement of 1 TO 10 stffing In every iiving unit to ensre copliance
with DOJ mandetes. The posllon will assist reucton of Youth r;n Youth violence and
allow staff to address and respond to Incidents as they occur. To minImize tha use of
cosUy overtime that would result If the position remains unflled.

86A Sr. Detention Services Offcer Direct child supervision steff wIthin juvenile halls, essental to meeliig CSA stffing
rallo. To o~ersee DSO and GSN staff. Couns!!l minrs by giving support and modify
minor's behavior. Instrct staff on how to provide struture to minors In acceptad 80clal
norms. Instrcts staff on how to prevent and respond 10 crisis situations In lhe ßvg
units. To minimize lhe use of costly overtime that would result If thl! posllIon remains
unfiled.

, 8659A Supr. Detention Services Officer Supervses direct child superision staff In a ¡wenile hall, an provides criicl
compliance assurnce for DOJ correctlve actions. Review all report such as special
incIdent reports, physIcal Interventions reports, and spoolal handlil1 unit raferrals.
Ensure that stall used proper Intervention techiques. Conduct Invesigations
pertinlng to slaff. Train Trasportlion Deputy who are responsible for aupervlslng
minors. PreDare Denormance evaluations for staff.

DEPARTMENT: PUBLIC HEALTH
5668 Environmentel Health Techncian Critical Public Health InsDactions
5670 Environmental Helth Spaclallst r Critcal Public Healt Insoections
5701 Heallh Faclnlls Consullallon, Nursing Critical Public Health Insoeciions
5772 Radiation Proteetoii Speialist Crltlcat Public Health InsDectlons
5n8 Medical Radiation Physicist Critical Public Health InsDactlons

. 5780 . Head. Radition Control Critical Public Health Inspections

--_.. .---
DEPARTMENT: PUBLIC HEALTH - OFFICE OF AIDS PROGRAM 8i POLICY

t757 EPIDEMIOLOGY ANALYST Rvan While CARE Act Reaulremenï -. _--
1759 EPIDEMIOLOGIST

. .
Rvan White CARE Act Reauirement

4613 HEALTH PROGRAM CORDINATOR Rvan While CARE Act Reaulrement

4848 HEALTH EDUCATOR Rvan White CAE Act Reoulrement
5133 REGISTERED NURS'E I Rvan White CARE Act ReDulrement

5230 PUBLIC.HEATH NURSE Rvan White CARE Act Reaulrement

5479 CHIEF PHSICIAN I,MO Avan White CARE Act Reouirement

6701 HLTH FACILmES CONSULTANT NURSE Rvan While CARE Act Reauirement

8108 _ ÇQMMUNITY SERVICES COUNSELOR Rvan White CARE Act ReQuirement

DEPARTMENT: PUBLIC SOCIAL SERVICES

9051 SoclBI Worker Provides diroot client servces/Parried class Dromotion

9179 Ellaibiliv Worker II Provides direct cllant services/Parried class Dromotlon

DEPARTMENT: SHERIFF

Analyzes, prepares report, and disseminates technical Informtion and data "relevant to 

actual and anticipated criminal activity to operational personnel to Increas the

939 Crime Analvst effectiveness of oatrol deplovment. crie oreventlon, and aDprehenslon 01 sUSDools.

2217 Custodv Records Clerk i Penorms scecialized clerical work In the Cusi- Division Sheriffs Dãpã;¡;¡eni
Receives traIning and practlcel axperlence, under bnmedlate supervision, In receiving
and respondIng to calls for emergency and non-emergency assltane at the Sherlfrs

2450 Public Resconse D1scatcher i Department Communicallon Center

2704 Communlt Services Assistan Performs varlelv of routine law enforcement related service and succort functions.

2707 DeDulV Sheriff Trainee Partlcloates In a basic law enforcement tralnlnn nrooram.
Penorms general law enforcement duties toproiectlle and property an tèi presarve

Decut Sheriff (Laterals & Relnstatementsl
law and order.

270B.. : .. . .
Assists sworn personnel In maintaining order and security. In a custody. detention or 

2749 Custody Asta station lail faciltv

2827 Securv Assistant Assists swcrn cersonnel In Drovldina securitv and ouardna CounlY pi:ertv.

2828 Securltv Ofcer Assists swom personnel In auardina Countv DrODert.

4331 Crlmlnallslics Laboratorv Technician Parforms standard chemical Drocedures to analuze soaclens of evdentiary materiaL.

Positons In this class learn both field and labratorY analysis Including processing crime

4332" ForensIc Idenllflcation SiiallSl I scenes bv recoani7jno, search!nn, collectlno, Bnd Dreservlnr¡ Dhvslcal evidence.

43 Criminalist Performs ohvsical and chemical analvses realred In scientific criminal investlaations
Penorms field or laboratory analysis for proceing and comparlng fingerprInts, and

4334 Forensic Identiflcllon S""clalistll croesslnQ complex crime scenes. jPage 40f5



EXHIBIT I
Aiiachment II

I I

. EXEMPTIONS TO THE HIRING FREEZE
.

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

4895 Clinical Laboratorv Sclentlst I Perfrm c1lnlcellaboratorV testa.

6100 Nurslna Attendnt II Provides Drescrlbed care to Datients In a correclonel faclliv.
- Assis In th pris of nu\icare and m~1 trutlJl!nt Qf Inllte patients In a

6107 .. Nursnt: Asslstanl
Sheri's custodv Iacilltv.

ProlJldes professional nursing care to Inmataa In a correctional faclUty as requIred by

6139 Reoistered Nurse I TiUe 15.
This experienced class provdes Independent, comprehensive professiona nursing care

Reolsterad Nurse ii

to a diverse group of patients In a variety of patient care settings an precepts or leads

5140 others.

This proficient cless focses on applying extensive knowledge and slei1s to conslsiently

5141 Ret:lstered Nurse II Dralde comDrehenslve care to Inmate Dallent In a Sherff's custody facn~v.

5214 Nurslna Instructor Provides Instruction and tralnlna to nurslna stff.
.

Supervises nurslng activites on a ward or In a cRnic In a large Sheriff's Custody facilty,

5340 Suoervislnt: Staff Nurse I inllrmarv or an outlying custodv faclllt for e shif.
Provides specialized medical services to Inmates In a correctIonal facilty as required by

6476 Phvsiclan Soecialist, M.D. 11Ie 15.

Perfor a vañety of technical and support pharmacy services In a correctional facUlty

5504 Pharmaev Technician pharacy.
Provides professional pharmacy services In a correctionallacllly and provIdes technIcal

5512 Pharmacist supervision to SUDPOr! Dersonnelln the performnce of Dhaiiacv dulles.

Radlolot:ic Technologist

Perloiis radiographic procedures employIng the use of X-rays to produce Images of

5798 various Dart of the bodY for the diagnosis of oatholoolcal and traumatic disorders.

7492 HellcOter Mechånic Performs critical mechanical duties on decartent alrcreft

Page 5 of 5
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EXHIBIT I

Attachment II
Exception Form. Requests for

Hiring, Servic-es and Supplies or Fixed Ass-ets

Department I Cluster:

Request Date=-

Exception Requested for:
(Please ti one box) .

o Hiring

o Services and Supplies

D Fixed Assets
Program I Unit:

Funding Description:

Funding Source:

No. of Position(s) and Classification(s):

$ _ One-time $ _ Ongoing $ _ Revenue Offset

No. of Positions

Dept

Fund Code

Classnication

Org Org
Level 1 Level 2

Dollar

Amount

Services and Supplies or Fixed Assets

Department Approval:

CEO Budget Analyst:
Approved

Employee Mitigation List:
Did any employees on the Mitigation
List meet the. requirements for this
hiring exception?

Yes

No

0 Approved

D Denied

D Approved

D Denied

0 ApprovediiU Denied

Budget Manager:
Signature Required

Deputy Chief Executive Officer:
Si nature Required

Debbie Lizzari:
I

Signature Required

Attchment II Exception Form.doc



EXHIBIT I

Attachment IV

Guidelines for Hiring, Services and Supplies & Fixed Assets Freeze

All requests for exemption ml.st be submitted to your CEO budget analyst.

Services and .Supplies I Fixed Assets:

Requests for partial exemption from the services and supplies and fixed assets
freeze shall be within the following guidelines:

. No travel and training expenditures unless reimbursed by self-funded or funded

by an outside source.

o Travel for .Association meetings wil not be allowed unless self-funded or

funded by outsld~ source.

o Participation in Association meetings, staff meetings or other networking

groups should be encouraged through the use of conference calls.

o Travel I training for continuing education for licensure if required under an
MOU wil be permitted.

- ..o..Attendanee at meetings that.. preserve or enhance the County's 
revenue

pesition wil be exempt

. Tuition reimbursement wil be permitted for:

o Students currently enrolled in classes for the semester/quarter - after the
session ends, no further reimbursement is allowed.

o No new enrollees.

o Continuing education classes for licensure requirement wil continue to be
reimbursed.

. Mileage claims that are required as part of the job assignment wil continue to be

reimbursed but departments should monitor all non-essential mileage and
encourage alternatives where appropriate such as conference calls.

. Renovations that are currently underway may continue. New renovations are to

be deferred unless the delay creates a health and safety issue.

. Although the Management Council Fall Conference wil be held, only time off wil
be authorized for'employees. All out-of-pocket expenses must be paid by the
employee. The Spring 2010 Conference wil likely be cancelled.

Page 1 ûf 3
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EXHIBIT I

Attachment IV

Guidelines for Hiring, Services and Supplies & Fixed Assets Freeze

. Departents should limit participation in all training programs that have direct
costs attached.

. No fixed assets expenditures unless equipment is deemed non-repairable and

'essential.

Hiring Requests:

Hiring Freeze exemptions shall include:

· Critical health and safety.

. Positions required as a result of a court settlement.

. Positions that would create an immediate revenue loss that more than pays forthe position. .

. Seasonal positions required under various Memorandum of Understandings.

Additional Hiring Guidelines:

. New hire employees that accepted the position priör to Febrúãry"fO,' 2009 wili"be
honored.

. New hire' positions that were in the process of clearing backgrçiund checks wil
also continue to be honored.

. Positions that were previously approved for hiring where positions remain unfiled

are now rescinded.

. Internal departmental promotions are exempt. Promotions that result in a new

hire to a department must be approved by the CEO.

. Transfers from one department to another are NOT EXEMPT unless an offer was

made prior to February .10, 2009. The requesting department must justify and
receive approval from the CEO's office for the transfer. . The releasing
department may not backfil the position without prior approval from the CEO'soffice. '

. If the position generates revenue, justification is required to explain why

departrrent .. canhotbackfil with existing stáff that is hot . revenue. offset and
explain whether the position has an immediate impact ori revenue.

Page 2 Qf 3
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EXHIBIT I

Attachment IV

Guidelines for Hiring~ Services and Supplies & Fixed Assets Freeze

. Department cannot request hiring exception if vacancy rate is less than 35%. If a
function within a department has a vacancy rate over 35%, exceptions shall be
approved to the extent that it brings the vacancy rate immediately below 35%.

. If the vacant position remains unfiled and wil result in new costs, departents

must explain why.

-.

Page 3 of3
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EXHIBIT I

ATTACHMENT B

PROCEDURES TO REQUEST EXCEPTIONS FOR SERVICES AND SUPPLIES &
FIXED ASSET APPROPRIATION FREEZE_. ..

Situations may arise that require a partial exemption from the services and supplies &
fixed assets appropriation freeze. Please review the Guidelines for Hiring, Services
and Supplies & Fixed Assets Freeze (Attachment IV) that have been developed by

the Chief Executive Offce.

If due to the appropriation freeze, a budget unit's appropriation becomes overdraft,

departments may take the following steps so that their appropriation is no longer
overdraft. Steps should be taken in the following order:

1. Reduce Encumbrances - Departments should review all encumbrances to
determine if any encumbrances already established can be reduced.

2. Request a Reduction to the Amount Frozen - Complete the Exception
Reauest for Hiring, Services and Supplies or Fixed Assets form and submit it
to your CEO budget analyst. If your CJ:O budget analyst agrees with your
request, their recommendation wil be submitted to a CEO Budget Manager and
Deputy Chief Executive Officer for approval. Final approval rests with the
County's Chief audget Officer.

When completing the Exception Request for Hiring, Services and Supplies or
. Fixed Assets (Attachment U1) form enSblre that the eCAPS. Financial System

accounting codes are properly completed for the budget unit in question.

3. Approved requests to reduce frozen appropriation levels wil be forwarded to
CEO Finance, who wil coordinate with the Auditor-Controller to make the
necessary changes in the eCAPS Financial System.

If you have any questionsi please contact your CEO budget analyst or Matt McGloin
in CEO Finance at (213) 974-1694.

'. .' .." _ ':" ..._ ___;-.'R' : . ._. '_";"'..'. ...;.... .... ........ .......... :... ......':_.-. ".__,'_ .-:".': "'''"0 '-'. ".--,' --...----. -- .~ -".1



EXHIBIT II

.

CLARIFICATION TO MARCH 5, 2009 ATTACHMENT IV - GUIDELINES FOR HIRING

1. Are Blanket Authority Exception Requests Permited for Large Numbers of
Positions andlor when Multiple Site Visits may be Required? .

Blanket Authority Exception Requests are permitted and can be 'reused',
however departments are responsible to ensu're they are within the blanket
authority limitations approved by the Chief Executive Office (CEO). To assist
CEO Analysts confirm that departments are within the limitations of the approved
request, the Exception Request (Attachment III) has been modified to include the
total number of positions approved for Blanket Authority, number of transactions
entered during each appointment and the balance of blanket authority positions
pending input. Use one Exception Request for each classification approved for
Blanket Authority. The total number of positions approved for Blanket Authority
must be indicated as a number, and not specified as 'up to ordinance authority'.
Departments must attach all Summary Transaction Sheets related to the Blanket
Authority to the approved request. After the blanket authority limitation is
reached, a new Exception Request must be approved by the CEO.

2. Is it Acceptable to Reuse a Prior Approved Exception Form for CWTAPPS Entry?

Except in the case of a Blanket Authority Exception Request (see above), a copy
_. ---of an approved Exception Form should net be 're\;seGl~as an approval for

subsequent CWTAPPS entries. Even in cases where the CEO approves a
position that is subsequently 'turned-over' quickly, the department must again
obtain CEO approval, as this is considered a new hire. The Summary
Transaction Sheet number of positions, classifications and employee names
must 'tie back' and be attached to the approved Exception Request Form for all
CWTAPPS transactions. The Exception Request (Attachment II) has been
updated to include spaces for employee names.

4. Is There a Need For and/or What is the Manager Level Required for Signature on

the Summary Transactions Sheet for CWT APPS Input?

The Summary Transaction Sheet for CWTAPPS Input (Attachment i) must be
approved at the level of Administrative Deputy or higher, or managers/staff that
have the authonty to sign for this leveL. The Transaction Sheet was revised to
include a contact number as well, in case there are questions regarding the input.
Also, the Summary Transaction Sheet must be attached to the Exception
Request Form (Attachment ILL), which must be signed by the CEO Budget
Analyst, Budget Manager and DCEO.

5. What is the Procedure for Updating the Hiring Exemption List?

Several cntical positions were omitted from the Exemption List initially prepared
in March 2009. If there is a critical health or safety position that must be added



EXHIBIT II_. -
to the exempted position list, notify your CEO Budget Analyst immediately to
obtain clearance to add the item to the list. Your CEO Budget Analyst wil send
an email to CEO - Compensation Policy Division approving the item as exempt,
and then notif CEO Finance to updats the Exsmption List. CEO 

Finance wil
update the list and provide it to the CEO - Compensation Policy Division. If the
CEO Budget Analyst does not notify CEO - Compensation Policy Division via
email that the item has been approved for the exempted position list, the
department wil not be able to enter the item into CWTAPPS. Attachment II has
been updated to reflect several additional critical positions for Health Services
and Public Social Services.

6. Travel and Training Exception Requests

Effective immediately departments no longer need to obtain approval from the
CEO for their travel and training requests. Departments are encouraged to
exercise discretion in what they approve and to continue to limit participation in
training programs that have direct costs. CEO approval is stil required for all
other services and supplies and fixed assets requests.



HIRING FREEZE - SUMMARY TRANSACTION SHEET FOR CWTAPPS INPUT
(EXEMPT POSITONS AND EXCEPTIONS)

Attchenii

APPROVED EXCEPTIONS REQUES (SIGNED BY DEPUTY CHIEF EXECUTIVE OFACER) MUST BE ATIACHED

DEPARTMENT:
DATE:_

DEPARTMENT APPROVAL
PRINT NAE Contlcl Pha. NumberSIGNATURE

(S1g1\1W'. of Adlnt.lr.tlvi Deutyor Hlhir)

IF' THIS IS fõR A BLANKE AUORIT APPROVALDICATE riE NUBER OF POSITS FOR TJ FOOWIG:

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

10.15-09 Anachmenll Hkfng Fniere. SummaryTl1nsactlon Sleel 1 011



Attachment II

I I

EXEMPTIONS TO THE HIRING FREEZE -

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

DEPARTMENT: FIRE
All items are exempt. Special Ditrct funds (Including lIfeguariswlich arl1 seasonaJL.

DEPARTMENT: HEALTH SERVICES

5068 Ambulance Dispatcher Crltlcal Anclllarv Staff
. .

5065 Ambulance Drlver Critical Ancilary Staff

5066 Ambulance Medical Technician Direc Pallent Care

5553 Anoiooraohv Technician Crltical Ancillarv Staff

5894 Audloloaistl Direct Patient Care

4878 Autpsv Technician Crlllcal Ancilarv Staff
.

4879 Autopsv Technician, Photoaraphv Crlllcal Ancillarv Staff

4979 Blood Gas Laboratorv Technician I Critical Ancllarv Staff

5545 Cardiac Electrodlagnoslic Technician I Direct Patient Care

5555 Cardiovascular Technician TraInee Direct Patient Care

5082 Central Service Tech i Crltical Ancillarv Staff

5858 Certified Occupallonal Therapy Assistant Direct Patient Care

9071 Children's Social Worker I Direct Patient Care

5090 ClinicLVN I Direct Pallent care

5087 Clinic Nurslno Allendant I Direct Patient Care

5469 Clinic Phvslcian, MD DIrect Pallent Care

__.c 546ll..___ Clinic Physlclan, MQ~er Sesslo!!. _..__' _ Direct Patient Care _.-
4922 Clinical Chemist C-rlii~An~ill¡;Sta¡¡-- - -
4921 Clinical Geneticist. Medical Center Critical Ancilarv Staff

5208 Clinical Instructor Direct Patient Care

4919 Clinical MicrobloloQist i Critcal Ancilary Staff

5357 Clinical Nurse Specialist Direct Patient Care

5604 Clinical PeñusionTechniclan Direct Patient Care

5603 Clinical Perfsion Technician Assistant Direc Patient Care

5513 Clinical Pharmacist Critical Ancilarv Staff

9013 Clinical Social Worker Direct Patient Care

5471 Consulting Soeclalist, MD Direct Patient Care

5472 Consulting Specialist, MDlPer Session Direct Patient Care

4959 cvlology Laboratory Tech I Critical Ancillarv Staff

4745 Dental Assistant Direct Patient Care

4746 DentaLAssistant, Special Procedures Direct Patient Care

__~7~___ Dental!:y'gle~.. ._' ___ -_.-- Dlr~t p¡¡!!erit .C~r~ . __.0__-' -- -_.-'~-'
4757 Dentallntem Direct Patient Care

4749 Dental Laboratory Radiologic Tech Critcal Ancilary Staff

4760 Dental ResIdent Direct Patient Care

4767 Dental Spooalist DIrect Pallent Care

4750 Dental Technician Critical Ancilary Staff

4763 Denllst Direct Patient Care

5794 DlaQnosllc Ultrasound Technician Crlical Ancilary Staff

5560 EEG Technician I Crill cal Ancilary Staff

4936 Electron Microscopy Specialist Critcal Ancilary Staff

5089 Home NursinQ Allendant Direct Patient Care

5606 HospItal Medical Assistant CritIcal Ancilary Staff

5508 Intern PharmacIst Crlllcal Ancmarv Staff

4976 Laboratory Assistant Critical Ancilary Staff

4974 - La~pratory Allenda~t__._ --_.-'-' Criti~I_Ancil~rt St~. ._ ___ ._-- _.._---- '-"'-_.-- __0'-
4902 Laboratorv Qualitv Control Coordinator Crillcal Ancilarv Staff

5836 Ucensed Phvslcal Theraov Assistant Direct Patient care

5104 LVNI Direct Pallent Care

9001 Medical Caseworker I Direct Patient Care

6531 Medical Electronic Technician Critical Ancì1ary Staff

7081 Medical Photoorapher Critical Ancilarv Staff

5778 Medical Radiation Physicist Critical Ancillary Staff

.4899 Medical Tech, Data SySiems
. Cñtical Ancì1ary Staff ..

4895 Medical Technologist I
Crilcal Ancillary Staff

5055 Mortary Allendan! Critcal Ancilary Staff

5802 Nuclear Medicine Technoloalstl Critical Ancilarv Staff

5359 Nurse Midwife Direct Palient Care

5121 Nurse Practitioner Direct Patient Care

5098 Nursing Allendantl Direct Pallent Care

_. .__486.! _ _ O(;_~tIon~_IJ:!e.allh Physl~logis!. . ._-_. ."-- ._.....-- .f)ire.ct Patient tar., . ..__.-._. ...__..-- ---" --_.. .. _....... . ....

5856 Occupational Theraoist i Direct Patient Care

5608 Onhthalmoloov Tech Critical Ancì1arv Staff

10/15/2009
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Atlachmentll

I II
EXEMPTIONS TO THE HIRING FREEZE

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

5611 Optometrist Crical Ancillary Staffi--~~. Orthop!lc!£.i:~c, ..---_. ._------ qmi~!lDcil~taff . - .__._-_._-_._.
5612 Ortptic Tech Critical Ancillary Staff

9328 Patient Helper Criical Ancllarv Staff

5512 Pharmacist Critical Ancilary Staff

5501 Pharmacy Heloer Critical Ancillarv Staff

5504 Pharmacy T ecnlclan Critical Ancillarv Staff

4977 Phlebotomy Technician I Critical Ancilarv Staff

5837 Physical Therapist i Direct Patient Care

5844 Phvsical Therapy Consullant Equipment Critical Ancilary Staff

5047 Physician Assistant Direct Patient Care

5408 Physician Postgraduate I Direct Patient Care

5477 Physician Specialist, MD Direct Patient Care

5475 Physician, MD Direct Patient Care

5421 Physician, MD (As Needed/On Direct Patient Care

5422 Physician, MD/Emergency Room Direct Patient Care

5411 Physician, Post Graduate Direct Patient Care

5880 Podiatrist Direcl Patient Care

4885 Prosector Critical Ancilarv Staff

9034 Psychiatric Social Worker I Direct Patient Care

5567 Pulmonarv Physioloay Tech I Direct Patient Care

5772 Radiation Protection Specialist Critical Ancllarv Staff

5801 Radiation Therapy Tech Critical Ancilary Staff

5798 Radioloçiic Technoloçilst Criical Ancilary Staff

5799 Radioloaic Technologist, Special Procedures Critical Ancilarv Staff

7071 Radiology Photographic Assistant Critical Ancilary Staff

5514 Radiopharmacist Critical Ancilary Staff

5506 Radlopharmacv Tech Critical Ancilary Staff

5871 Recreation Therapist I Direct Patient Care

-~-5870-. - Recreation Therapy Assistant Direct Patient Care

5133 - ~~gl~ter~d Nur~.1 .._ __ ...___.. -- ..-" Direct Patient Care .,---_.. _._--_. ._-_..---
.-- '5134-

.." ........ --_. ._---
Realstered Nurse ii Direct Patient Care

5135 Realstered Nurse II Direct Patient Care

5108 Rehabiltation Associate Direct Patient Care

8592 Rehabiltation Counselor I Direct Patient Care

5882 Rehabiltalion Therapy Technician Direct Patient Care

5261 Relief Nurse Direct Patient Care

5575 Renal Dialysis Equipment Technician Critical Ancilarv Staff

5585 Respiratory Care Practitoner i Direc Patient Care

5118 Senior Student Worker Nursing Direct Patient Care

5887 Speech Pathologist I Direct Patient Care

5886 Speech Patholoay Assistant Direct Patient Care

5113 Student Worker Nursing Direct Patient Care

5415. Supervisor of Residents, M.D. Direct Patient Care

5111 Surgical Technician Direct Patient Care

4954 Tissue AnalYsis Technician I Critical Ancillary Staff

4953 Tissue Anaiysis Techniclan Trainee Critical Ancillarv Siaff

4948 Toxicoloay Tech Critical Ancilary Staff

5096 Unit Support Assistant Direct Palient Care

5613 Urology Technician I Direct Patient Care

4773 Visiting DentisVDally DIrect Patient Care

4772 VlsilinQ DentlsVPer Session Direct Patient Care

DEPARTMENT: INTERNAL SERVICES

7202 Assistant Chief StationarY Engineer Supervises energy plant oersonnel and operations 24fT operation

7203 Chief Stationary Enaineer Supervses energy plant personnel and operations 24fT operation

7200 Stationary Engineer Control Specialist Monitors energy plant equipment penormance

7793 Stationary Engineer Helper Maintain compliance with Article 15 - BU 401 MOU staffng levels

7198 StationarY Engineer 11
Maintain compliance with Arcle 15 - BU 401 MOU staffngleyels._.-- .______.. ___0_---0._- ._. ._--- _. ..__. _. .._._.-- '-'~--"'--' --_._--

DEPARTMENT: MENTAL HEALTH

5276A Asst Mental Health Counselor, RN Direct patient care

546BJ Clinic Physician, M.D. (Per Session) Direct patient care

8695A Clinical Psychologist I Direct palient care

8697A Clinicl Psychologist II Direct patient care

8694A Clinical Psychology Intem Diiect patient caíe

8711A Communit Mental Health Psychologist Direct patient care

8103A Community Worker Direct patient care

10/151009
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Attchment II

I .

EXEMPTIONS TO THE HIRING FREEZE

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

147M Cánseivator/Admlnistrtor Asistant Supoorts direct client servces; direct Ieoal fidudarv resoanslblltv._..~ Consultino Soeclallst, MD ~~tientca!e -- .._0-
54nJ. Conulting SoecallstMDIPe seloii -.- Direc oalint care

1480A DePu Public Conservator/Admr I Suooort direct client servces; direc legal fiduclarv resoonsibililY. .

9001A Medical case Worker I Direct oatient care

9029A Mental Health Clinician i Direct patient care

9030A Mental Health Clinicin II Direct patient care

5467J Mental Health Consultant, MD IPer SesSionl Direct oatient care

5278A Mental Health Counselor, RN Direct oatient care

8111A Mental Health Peer Advocate Diret patient care

4735A Mental Health Psvchiatrlst Direct patient care

5121A Nurse Practoner Direct patient care

5859A Occupational Therapy Supervisor I Direct patient care

5475A Physician, MD Direct patient care

5411M Physician, Post Graduate 12nd Yearl Direct patient care

9034A Psychiatrc Social Workr I Direct patient care

9035A Psvchiatric Social Worer II Direct patient care

8161A Psvchiatrc Technician I Direct patient care

8162A Psvchlatrc Technlclan II Direct oatlent care

8163A Psychiatric Tecnican II Direct oatient care

5139A Reiilstere Nurse I, Sheri Direct patient care

5140A Registered Nurse II. Sheriff Direct patient care

5141A Reolstered Nurse II, Sheriff Direct Datlent care

8593A Rehabiltation Counselor II Direct patient care

5478A Senior Physician, MD Direc patient care

8712A Sr Communit Mental Health Psvchologlst Direct patient care

5884A Substnce Abuse Counselor Direct patient care

9038A Supervsing Psychiatric Social Worker Direct oatient care

5340A Supervising Staff Nurse i, Sheriff Direct patient care

5341A Supervlsino Staff Nurse II, Sheriff Direct patient care

----,.- PROBATION ._-_.. ------.--
.___. __ .._.____0

DEPARTMENT:
6774A Custodian (Juvenile Halls) The Probation Departent has standards to maintain. Policies. Procedures and

Directives are In place to meet these required standards to maintain a clean and health'
environment at a Juvenile Hail for our clients, staff, volunteers, ylsltors and the general
public. Regulatory agencies Inspect our facilities on a routine bass to ensure that codes
and mandates are met. Th Correctons Standards Authority, Department of Health
Services, Department of Public Works, Los Angeles Fire Department, and Probation
Commission conduct these Inspecions. Custodians penorm essential servces that are
critical to the Department to correctly maintain compliance with these Inspections.

8608A Deputy Probation Offcer I, RT ("Camps.) Title 15, California Code of Regulations, requires a staff to minor ratio of 1:15 on duty

during waking hours. The Departent of Justice investigation report of October 31,
2008, suggests that .the generaily accpted professional standard is 1 :811 0 during the
day." The position wil assist reducton of Youth on Youth violence and allow staff to
address and respond to incIdents as they occur. They penorm the less dificult and less
complex tasks of professional level probation work They observe, evaluate and

document Individual and group behavior. They facilitate and cofacllitate small group
Interventions. They maintain group and Individual behavior standards. Conduct the

living group process to Include proper supervisIon of minors ealing, showering,
restroom, visiting, school and recreational activities. To minimize the use of costly
overtime that would result if the position remains unfilled

8609A Deputy Probation Offcer II, RT ("Camps.) In addition to the duties of the Deputy Probation Ofcer I, carries a caseload of more
complex cases. Coordinates the ongoing security of the dorm and facllity. exercises
and displays a Journeyman level of knowldge In probation casework, counseling and
other duties required In the camp selling. Conduct sltuatlnallnvesli\jations Dr minors
Involvement in Incidents and delinquent behavior. Asist the Supervising Deputy
Probation Offcer (SDPO) In training new proba*," personnel and in otherdetaiis the
SCPO may delegte to th"e DPO II. To minimize tne usë of coStly "Ovértlme that would

result if the DOsiüon remains unfilled.

865SA Detention Service Offcer Direct child supervision Item within juvenile halls. State Correcons Standards Authority

(CSA) slaffng requirement of 1 TO 10 staffng In every livng unilto ensure compliance
wiUi DOJ mandates. The positon wil assist reduction of Youth on Youth violence and
allow staff to address and respond to Incidents as they 

occur. To minimize the use of

costly overtme that would result If the position remains unfiled.

II
.:J

10/1512009
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Attchment II

I I

EXEMPTIONS TO THE HIRING FREEZE

ITEM NO. ITEM CLASSIFICATION REASON FOR EXEMPTION

8618A Group Supervsor, Nights (Detention Services Bureau) Essential Item tht provIdes direct child supervision within a juvenile hall or camp. To Dl
Escalate potentially harmful sltuallons and supervIse mInors while asleep or awake. Tc
prevent suIcIde attempts, self-lnjuries or esi;ape atlempts durinQ the night hours. To
mInImize the use of coily overtime that would result if the position remains unfilled.

8617A Group Supervisor, Nights (RTSB - "Camps") Tille 15, CalifornIa Code of Regulations, requIre a staff to mInor ratio of 1 :30 during
sleep hours. The Departent of Justice Investigation report of October 31. 2008,
suggests that .the generally accepted standard for staff-to-youth ratios at nIght is
1:16120. To De-Escalate potentially harmful situations and superve minors while
asleep or awake. To prevent suicIde attmpts, self-lnjuries or escape attempts during
the night hours, thus, providing a safe and secure envIronment for minors during
sleeping hours. Complete security checks by making sure the physical codillon of th
sleeping quarters are safe wllh proper lighting, secure windows, secure doors, secure
perimeter, and etcetera. Provide emergency first aid and refer other medical problems
to appropriate staff. Complete paperwork such as bed chart, merit ladder, etcetera. To
minImIze the use of coily overtime that would result if the position remains unfilled.

8657A Sr. Detention Services Offcer DIrect child supervision staff within juvenile halls, essential to meeting CSA staffng
rallo. To oversee DSO and GSN staff. Counsel minors by giving support and modify
minots behavior. Instruct staff on how to provide structure to mInors In accpted social
norms. Instructs staff on how to prevent and respond to crisis situations in the living
units. To minimize the use of costly overtme that would result If the position remains

unfilled.

8659A Supr. Detention Services Offcer SupervIses direct child supervision staff In a Juvenile hall, and provides critical
compliance assurance for DOJ corrective actions. Review all reports such as speclal
incident reports, physlcallntervenlions report, and special handling unit referrls.
Ensure that staff used proper InterventIon techniques. Conductlnvestigallons
pertainIng to staff. Train Transportation Deputy who are responsible for supervising
minor. Preoare penormance evaluations for staff.

.

DEPARTMENT: PUBLIC HEALTH
5668 Environmental Health Technicin Critical Public Health Insoections

_.~ 5670 - Environmental-Heallh-Speclalist-I' _ Critical Public Heallh Inspections

5701 Health Facilites Consultation, Nursing Critical Public Health inspections

5772 Radiation Protection Specialist Critical PubliC Health Inspections

5778 Medical Radiation Physicist Critical Public Health Inspections

5780 Head, Radiation Contrl Critical Public Health Insoectlons

DEPARTMENT: PUBUC HEALTH. OFFICE OF AIDS PROGRAM & POLICY
1757 EPIDEMIOLOGY ANALYST Rvan White CARE Act Requirement

1759 EPIDEMIOLOGIST Rvan White CARE Ac Requirement

4613. HEALTH PROGRAM COORDINATOR Rvan White CARE Ac Requirement

4848 HEALTH EDUCATOR Ryan White CARE Act Requirement

5133 REGISTERED NURSE I Ryan White CARE Act Requirement

5230 PUBLIC HEALTH NURSE Ryan White CARE Act Requirement

5479 CHIEF PHYSICIAN I,MD Ryan White CARE Act Requirement

5701 HLTH FACILITIES CONSULTANT. NURSE Ryan White CARE Act RequIrement

8108 COMMUNITY SERVICES COUNSELOR Ryan WhIte CARE Act Requirement

DEPARTMENT: PUBLIC SOCIAL SERVICES

9178 Eligibilty Worker I Provides direc client services/Entry level posltion/Caseload dnVen

9179 i I Eligibilty Worker II I \Provldes direct client services/Paired class promotion

9165 GAIN Servlces Worker Provides direct client servicesCaseload driven

2214 Intermediate Typist Clerk Entry level/Direct client services

9051 SocIal Worker Provides direct client serviceslPalred class promotion

DEPARTMENT: SHERIFF

4895 Clinical Laboratory Scientist I Performs c1inlcallaboratorv tests.

2704 Community Servces Assistant Penorms variety of routine law enforcement related service and support functions.

Analyzes. prepares reports, and disseminates technical informalion and dala relevant to
actual and anticipated crmInal activity to operational personnel to 

Increase the

939 Crime Analyst effectiveness of oatrol deplovment, crime prevention, and apprehension of suspects.

4333 Criminalist Penorms ohvslcal and chemical analvses reuired in scientifc crminal investlQallons

4331 Criminalistics Laboratorv TechnIcian Penorms standard chemical procedures to analvze specmens of evidentiarv material.
Assists sworn personnel In maIntainIng order and security In a custody detention or

2749 Custody Assistant station iall faciltv

2217 Custody Records Clerk I Penorm specialized clerical work in the Custody Division Sherfls Deoartent.
Penorms general law enforcement duties to protect life and propert and to preserve
law and order.

2708 Deputy Sheriff (Laterals & Reinstatements)

2707 Deoutv Sheriff Trainee Particloates in a basic law enforcementlralnino orooram.

10115/2009
Page 40f5



"

Attchment 11

i i II
EXEMPTIONS TO THE HIRING FREEZE

ITEM NO. ITEM CLASStFICATION REASON FOR EXEMPTION

Positions In this class lern both field and laboratoiy analyis Including prossing crim

4332 ForensiC IdenUficaln.5peciailst I scenes bv.i:coanizooLsearchlna collectng, and oreservg physical evence.
Performs field or Iaboratoiy analysis for processing and comparing fingerrints, and

4334 Forensic Identification Specialist II processlnii comolex crme scnes.

7492 Helicooter Mechanic Performs critcal mecanical duties on deoartent aircraft

Asists In the provision of nursing care and medicl tratment of Inmate patients in a

5107 Nursing Asistant
Sheriffs custodv facllilV.

5100 Nurslna Attendant II
Provides prescrbed care to oatlents in a correcllonal faclltv.

5214 Nursing Insuctor Provides Instrction and trainlmi to nursln!! staff.
Provides profesional pharmacy service In a correctional facility and provides technical

5512 Pharmacist supervslon to supoort personnel in the oerformanc of pharmacy duties.
. Performs a varity of tehnical and support pharmacy servce In a correctional facilty

5504 Pharmacy Techn~an pharmacy.
Provides specialized medical servIces to Inmates In a coctonal facility as required by

5476 Physician Specialist, M.D. Title 15.
Receives training and practical expertence. under Immediate supervlslon,ln receiving
and responding to calls for emergenc an non-emerency assistance at the Sheriffs

2450 Public Response Dispatcher i Deoartment Communication center

Performs radiographic procedures employing the use of X-rays to prouce Images of .

5798 Radiologic Technoloiiist various part of the body for the diagnosis of pathOlogical and traumatic disorders.
Provides professional nursing care to Inmates In a correctonal facilit as required by

5139 Reilstered Nurse I Title 15.
This experienced clss provides iilpendent. comprehensive professi~al nursing care

to a diverse group of patients In a variety of patient care settings and precepts or leads

5140 Reaistered Nurse II oters.

This proficient class focuses on applying extensive knowledge and skils to consistently

5141 Reiilstere Nurse II provide comprehensive care to Inmate oatients In a Sheriffs custodv facllIty.

2827 Security Assistant ~~~ sworn.personne! In proiding security and guarding County l!ropert.._ _._

'--"i~..- SecuiiOffW-.- .-...----. -- Asists swornliersnnellniiuardiii Count oropërt
Supervses nursing activities on a ward Dr In a clinic in a lare Sherlfls Custody facility,

5340 Suoervisinii Staff Nurse i Infirmarv Dr an outivln!! custodv faclllt lor a shift.

10/15/2009
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Attachment II

IrmQ, ervices and upphes or axe ssets

Department 1 Cluster:

Request Date:
- 0 Hiring

Exception Requested for: 0 Services and Supplies
(Please ,/ one box) 0 Fixed Assets

Program 1 Unit:

Funding Description: $_One-time $~Ongoing $ Revenue Offset

Funding Source:
Blanket Authority Request? 0 Yes

If Yes, Total Number of Positions Approved for Blanket 0Authority (Use an Exception Request for No

each classification)
No. of Positions _Classifications _Names:

No. of Position(s) and Classification(s):
for this Hiring Approval

Dept Org Org Object Dollar

Fund Code Level 1 Level 2 Category Amount

Services and Supplies or Fixed Assets
- - - - - -~... $

$

$

Department Approval:
Signature Required (at the level of
Administrative Deøutv or hiaher)

CEO Budget Analyst:
0 Approved

0Signature Required
Denied

Recommendation for Approval/Denial:

Employee Mitigation List:
Did any employees on the Mitigation 0 Yes
List meet the requirements for this 0hiring exception? No

Budget Manager:

0 Approved

0 DeniedSignature Required

rleputy Chief Executive Officer:

0 Approved

(Final approval for hiring requests) Signature Required 0 Denied

Senior Assistant CEO 0 Approved

(ThiS approvai required fur S&S and Fixed
,-

Asset requests only) Sianature Reauired
U Denied

Exception Form.. Requests for
H. . S. s. F. d A

10-15-09 Attachment II Exception Form
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County of Los Angeles
CHIEF EXECUTIVE OFFICE

". _.

Kenneth Hahn Hall of Administration
500 West Temple Street, Room 713. Los Angeles, California 90012

(213) 974-1101
httpJ/oeo.lacounty:gov

V\ILL/AfI T FUJIOKA
Chie.f Executive Ofrcer E'oard 01 Supeivisors

GLORIA MOLINA
Rrst District

May 3,2010
MARK RIDLEY-THOMAS
Second Dislrict

. ZEV YAROSLA VSKY
Third District

DON KNABE
Fòurth District

To: All Department Heads

Willam T Fujioka ~./ /l1l~-f
Chief Executive Offcer ~ v '\l ~

MICHAEL D. ANTONOVICH
Fifth Dislrict

From:

ADDITIONAL GUIDELINES FOR. HARD HIRING FREEZE AND FREEZE ON
NON-ESSENTIAL SERVICES, SUPPLIES AND FIXED ASSETS

On March 4, 2010, our offce responded to a January 26, 2010 Board motion regarding
a hard hiring freeze and a fréeze on non-essential services, supplies and fixed assets
(Attachment I). Our report back included the following changes to the current policy that

------------was-distribuæí:1u-departments in a memo aaeaOctOber 2Ò, 2009: -- - --

· Freeze remaining unencumbered fixed assets;

· Freeze an additional 15 percent of the remaining non-essential services and
supplies appropriation; and

· Enhance the hard hiring freeze by further refining the present exemption list and
requiring our offce review and approval for promotions.

This memo provides additional information and guidelines to fully implement the hard
hiring freeze and freeze on non-essential services, supplies and fixed assets.

Freeze on Fixed Assets

In conjunction with the Auditor-Controller, the remaining unencumbered fixed

assets appropriation for all General Fund departments have been frozen. Special
Fund/Special District departments are exempt from this additional freeze,

Departments must Gomplete the Exception Form (Attachment II) and submit the form to
Our offce for review and approval to unfreeze the fixes assets appropriation. Fixed

assets expenditures will only be approved if the equipment is deemed critical to the
department's mission and is non~repairable. No fixed assets purchases may be made
to enhance a department's operation.

'To Enrich Lives Through Effective And Caring Service"

Please Conserve Paper - This Document and Copies are Two-Sided
Intra-County Correspondence Sent Electronically Only
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Page 2

Fre"e.eon Services .ändSupplies

In the beginning of the fiscal year, our office froze 25 percent of the non-essential
services and supplies appropriation of most General Fund departments. We have now
frozen an additional 15 percent of the remaining services and supplies appropriation

where feasible. Special Fund/Special District departments are exempt from this

additional freeze.

Departments must complete the Exception Form and submit the form to our offce for
review and approval to unfreeze the services and supplies appropriation. Renovation
expenditures will only be approved if it is detel1ined that the current
structure/environment creates a health and safety issue. Discretionary travel and
training expenditures should be discontinuédby all departments.

Freeze on Hiring and Promotions

Effective immediately, General Fund departments will no longer have the authority to
, promote staff. 'Special Fund/Special District departments are exempt from this process.

Also exempt from the promotion freeze are positions on the Exemption List.
Departments must complete the Exception Form (Attachment II) which has been
revised to include promotions. The completed form should be forwarded to our office
for review and approval. If the Exception form is approved by our offce, a copy of the
approved form wil be forwarded to the department by the CEO budget analyst. Upon
receipt of the approved Exception Form, the department is authorized to input the
promotion in the CWTAPPS screen. Promotions wil be effective on the date CEO

~ approves the Exception Form request.
...t

Our office wil monitor the promotions based on the Auditor-Controfler's Employee Hired
or Promoted monthly report. If it is discovered that a department is not following the
departmental promotions guidelines in this memo, the depártments authority to input
promotions in CWTAPPS wil be rescinded. The department wil then have to make
arrangements with CEO-Class Compensation Division to process the approved
promotion in CWTAPPS using terminals located in their division.

In addition; our office wil be reViewing the present exemptions to the hiring freeze 
list to

further refine it and ensure that only the most critical health and safety positions 
are

exempt. During the.. review process, positionsidentified as no longer critical wiU be
subject to the hard hiring freeze and wil require an Exception Form forprocessirig;. .
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All Department Heads
May 3,2010
Page 3

Departments that have . submitted a defkit in the latest Budget Status (BSR) report
submission will be required to submit an Exception Form for all new hires including
positions identified as exemptions to' the hiring freeze. These departments wil be
closely monitored to ensure that the new hires and/or promotions added çosts are
justified in light of the department's reported deficit in their latest BSR submission. .

If you have any questions or need additional information, please contact your respective
CEO budget analyst.

WTF:SK:CA
AHW:yjf

Attachments

c: Each Supervisor
Administrative Deputies

Additional.Guildeliries for Hard Hiring Freeze_All Department Heads.m
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ATTACHMENT I

MOTJQNBY SUPE;RVl$OR DON KNABE

AGN..-NO~_

January 26, 2010

In light of both our current year budgetary shortall and our projected $700 milion

shortfall for next fiscal year, I think it is important that we immediately begin to further

~?ritrol spending in our current fiscal year 2009/2010 budget. This Board has previously

taken the prudent action of implementing a hiring freeze where all non,;emergency

related hiring must go. through and be approved by a rigorous Chief Executive Offce

(CEO) process. To date, this process hasproven successfuL. In order to build upon the

hiring freeze success, and further control spending, I believe this Board should establish

additional CEO reviews of department spending. l believe the same CEO review

process that is applied for the hiring freeze should also be applied to fix,ed asset

purchases and services and supplies spending.

-MORE--

MOTION

RIDLEY-THOMAS

YAROSLAVSKY

KNASE

l\NTQNQV!CH

MOLINA



I, THEREFORE MOVE, THAT:

1. The Board directs the CEO to report back in 14 days with recommendations on

additional spending review guidelines and procedures whereby CEO review of

certain fixed asset and services and supplies expenditures by departments is

required for approval by the CEO; and,

2. The Board directs the CEO to report back in 14 days on what mechanisms are in

place to ensure salary and employee benefi savings derived from the hiring

freeze do not end up as expenditures in other budget units within departments.

#####

CG:e
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Exceptìon Form,. Requests fOr
HirinQ, Services and Supplies or FixeQ Assets- .

DepartmeHlt/ Cluster:

Request J:ate:
.

.... ..

Èxêépii¡jt\ Requestédfor:
(Piease .., one box)

.

...

ATTACHMENT II

.

o _ Hlr.ng D Promotion
O. Serviæsand Supplies

o Fixed Assets

,-

Program I Unit:'

Funding Description:

Funding Source:
Blanket Authorlty.Request?
If Yes, Total Number of Positions Approved for Blanket
Authority (Use an Exception Request for
each clas.sification)

No. of Positon(s) and Cfassification(s)
for this Hiring I Promotion Approval:

Employee Mitigation List:

Budget Manager:

....OepùIýêhiëfExeêufivêbffcef:
I

Senior Assistant CEO:

S/gh;ityie Requited
,.

o
o
o..tj
;(:1 .....

o
o
o

. .,............
SÎtih:ature. Rèauired

Signature Required

Yes

No

Approveçl

..Ðènied
. Approved

.

Denied

Approved

Denied

Dollar
Amount
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County of Los Angeles
CHIEF EXECUTIVE OFFICE

Kenneth Hahn Hall of Administration
500 West Temple Street; Room 713, Los Angeles. California 90012

(213) 974-1101
http://ceo.lacounty.gov

July 26, 2010

Board of Supeilsors
GLORIA MOLINA
Firs Distrct

MARK RIDLEY-THOMAS
SecondDistri

ZB YAROSLAVSKY
Third Distric

DON KNABE
Fourth District

MICHAEL D. ANTONOVICH
Fift District

WILLIAM T FUJIOKA
Chief Executive Ofcer

From:

All Department Heads

Wiliam T Fujioka " rr rf
Chief Executive Officer ~ r-

TO:

GUIDELINES AND PROCEDURES - HIRING FREEZE AND FREEZE ON
NON-ESSENTIAL SERVICES, SUPPLIES AND CAPITAL ASSETS

This memo provides updated guidelines and procedures to fully implement the
hard-hiring freeze and the freeze on non-essential services, supplies ançf capital assets

-(former~yknownas fixed assets) 
that was reaffirmed by the Board otSupervisorson

June 7,2010. These revisions incorporate changes and clarifications to the procedures
to date, and replace the existing hiring freeze and services, supplies and capital assets
freeze procedures.

Other existing policies currently in place for items such as Additional Responsibilties
Bonus, Special-Step Placements, Supervisor/Subordinate Pay, MAPP, etc., which
require Chief Executive Officer (CEO) approval wil not change.

Attached are the following documents:

Attachment i Guidelines and Procedures. Hirina, Services, Supplies and Capital Assets Freeze

Attachment II Hiring Freeze. Summary Transaction Sheet for CWT APPS Input

Attachment III Exempt Positions List

Attachment IV Exception Form - Requests for HinnQ, Services, Supplies and Capttal Assets
Attachment V Freauentlv Asked Questions - Hirina Guidelines

Attachment Vi Februarv 23,2010 memo to department heads -120-Dav Retirees

Below are the major changes:

Hiring Freeze - Exempt Positions List
The Exempt Positions List was reviewed and further refined to ensure that only the most
Qritical health an safeíy pos!tions ar exempt. Apy position. renioveClfrom the list (Qr
identified as "Not Exempt") wil now require an Exception Form - Requests for Hiring,

'To Enrich Lives Through Effective And Caring Service"

Please Conserve Paper - This Document and Copies are Two-Sided
Intra-County Correspondence Sent Electronically Only
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All Department Heads
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Services, Supplies and Capital Assets (Exception Form) submitted to our office for
review and approvaL. The list was also updated for new exempt positions and for minor
edits to position titles.

Promotions - Updated Exception Form
Exception Forms are now required for promotions unless the position is on the Exempt
Positions List. The Exception Form was updated to reflect a box for this transaction.

Special Fund/Special District departments are exempt from the hiring freeze process,
with the exception of certain positions for Fire-Lifeguard.

Please note that departments that have reported a deficit in the latest Budget Status
Report (BSR) wil be requiied to submit an Exception Form for all new hires and
promotions, even if thè pòsition is on the Exempt Positions List. These departments wil
be closely monitored to ensure that the new hires and/or costs related to promotions are
justified inlight of the deficit reported in the BSR.

Guidelines for 120-Day Retirees - Updated Exception Form
Exception Forms are now required for all 120-day retirees, even if the position is on the
Exempt Positions List. The Exception Form includes a box for this transaction
(Attachment IV). In the memo dated February 23,2010 (Attachment VI), dèpartments
were provided brief guide.lines for the authorization process that must occur before any
retiree is employed ("new"), or re-employed (a "roll-over") the following fiscal year.

Due to the volume of retirees anticipated to roll-over to FY 2010-11, one Exception
Form may be used as the annual summary request, as long as adequate justification for
each retiree, along with manager approval, is attached to this single Exception Form.
In this way, multiple Exception Forms are avoided, providing a more efficient method for
final approvaL. Please note that each new 120-day retiree (outside of the annual
process) wil require an individual Exception Form.

Services. Supplies and.Capital Assets
Similar to FY 2009-10, we are in the process of freezing 50 percent of capital
assets-equipment for all General Fund departments and Public Library, and 40 percent
of non-essential services and supplies appropriation forFY 2010-11. Your CEO budget
analyst wil share with you the appropriation amounts frozen in services, supplies and
capital assets. -

Departments requesting to unfreeze services and supplies or capital assets-equipment
appropriation must complete the Exception Form and submit the form to our office for
fevlew and- approval..

c'



All Department Heads
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Page 3

The following guidelines must be adhered to when making your requests:

. Capital assets-equipment expenditures wil .only be approved if the equipment is

deemed critical to the department's mission and is non-repairable;

. No capital assets-equipment purchase may be made to enhance a department's

operation;

. Renovation expenditures wil only be approved if it is determined that the current
structure/environment creates a health and safety issue;

. Discretionary travel and training expenditures should be discontinued by all

departments; and

. Grant-funded capital assets purchases wil be approved on a case-by-case basis.

Also, consistent with previous guidelines, tuition reimbursement wil be permitted only
___.for continuingeducationclassesJQI Iic_ens_ure re_qyirement. All departments (including

Special Fund/Special Distnct departments) must complete the Exception Form and
submit the form to our office for review and approval.

If you have any questions or need additional information, please contact Sid Kikkawa at
(213) 974-6872.

WTF:SK:CA
MM:AB:yjf

Attachments

c: Administrative Deputies
Auditor-Controller
Budget Officers
CEO Budget Managers
CEO - Classification and Compensation Administration (Pamela Sund)Personnel Officers '

Freeze.on.Hinng.Departent.Head.m



ATTACHMENT I

~
GUIDELINES AND PROCEDURES - HIRING, SERVICES,.

SUPPLIES AND CAPITAL ASSETS FREEZE

All requests must be submitted to your Chief Executive Officer (CEO) Budget Analyst

using the Exception Form - Requests for Hiring, Services, Supplies and Capital Assets
(Exception Form, Attachment IV).

A. Hiring Exemptions

1. Positions that are on the Exempt Positions List (as submitted by the department
and approved by CEO) do not need approval from the CEO Budget Analyst to
hire and/or promote. Departments must have a budgeted, vacant item to fund
the position, but no documentation needs be submitted to the CEO Budget
Analyst (provided the department does not have a budget deficit, see below).

a. Departments that have submitted a deficit in the latest Budget Status
Report (BSR) wil be required to submit an Exception Form for all new
hires and promotions even if the position is on the Exempt Positions
List. These departments wil be closely monitored to ensure that the new
hires and/or costs related to promotions are justified in light of the deficitreported in the BSR. .

b. All transactions wil be monitored. If a department does not follow the

hiring guidelines, the department may be "locked out" of CWTAPPS and
CEO approval Wil be required for all transactions, including exempt
positions.

2. Hiring freeze exemptions shall include:

. Critical health and safety positions;

. Positions required as a result of a court settlement;

. Positions that would create an immediate revenue loss that more than

pays for the position; and

. Seasonal positions required under various Memorandum of
Understandings

B. Hiring Exceptions

1. Positions that are not on the Exempt Positions List approved by the CEO must
submit an Exception Form to their CEO Budget Analyst.

Page 1 of7



ATTACHMENT I

2. Exception Forms are required for 120-day retirees, even if the item is on the
Exempt Positions List. One Exception Form may be used for the annual

summary request as long as detailed justifcation is attached to the Exception
Form. .

3. Transfers from one department to another are considered new hires and are

NOT EXEMPT (unless the position is on the Exempt Positions List). The
requesting department must justify and. receive approval from the CEO for the
transfer. The releasing department may not backfill the position without prior
approval from the CEO.

4. If a vacant position generates revenue, departments should (where feasible),
backfll with existing staff that are not revenue offset. If this is not feasible,
departments must explain why.

5. Vacant positions wil remain frozen unless the vacancy rate is greater than 35
percent for the requesting budget unit within a department, or when a critical -
need justification is approved by the CEO. If the budget unit has a vacancy rate
ove-r 35 percent, exceptions shall be approved to the extent that it brings the
vacancy immediately below 35 percent.

6. If a vacant position remains unfilled and wil result in new costs, departments
----------mu-st explain why.

7. Management appointments wil be reviewed on a case-by-case basis.

c. Promotions

1. Internal departmental promotions are not exempt unless the position is on the
Exempt Positions List. Promotions that result in a new hire to a department
must be approved by. the CEO, as these are considered "new" employees to the
hiring department. Promotions wil be effective on the date CEO approves the
Exception Form.

a. If it is discovered that a department is not 'following the promotion

guidelines, the department's authority to input promotions in CWTAPPS
wil be rescinded. The department will then have to make arrangements
with CEO - Classification and Compensation Administration to process
the approved promotion in CWTAPPS using the terminal 

located in their
division.

D. CEO Approval

1. If the position is on the Exempt Positions List, and the department is ready to
inpJ,t new hires, they may proceed to the CWTAPPS input process01~tUnedjn
Section E below.
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ATTACHMENT I

2. If the position is not on the Exempt Positions List, the department must complete
an Exception Form to begin the recruitment/iring process and submit the
request to the CEO Budget Analyst, even if individual employees have not yet
been identified. .

3. CEO Budget Analyst reviews the department's Exception Form following the
Guidelines and Procedures.

4. If the Exception Form is denied, CEO Bu~get Analyst will inform the department.

5. If the Exception Form is approved, the CEO Budget Analyst wil forward the

Exception Form to the Budget Manager and the Deputy Chief Executive Officer
(DCEO) for approvaL.

6. Budget Manager and DCEO will approve or deny the Exception Form, and then
return the Exception Form to the CEO Budget Analyst. (If Exception Form is
denied, CEO Buèlget Analyst wil inform the department.)

7. If the OCEO approves the Exception Form, it will be submitted to the SeniorAssistant CEO.. ..
8. The Senior Assistant CEO approves or denies the Exception Form and returns it

to the CEO. Budget Analyst. (If the Exception Form is denied, the CEO Budget
. Analyst wil inform the department.)

9. If the Exception Form is approved, the CEO Budget Analyst wil inform the

department they have approval to input the new hires, (including promotions and
120-day retirees) into CWTAPPS, and will provide a copy of the dated Exception
Form with approval signatures to the department.

a. If the names of the specific individuals have not yet been identified,
the Exception Form can stil be approved and the recruitment process
can begin; however, the department must provide the CEO Budget
Analyst the names of the individuals prior to input into CWTAPPS.

10. Once the names of the specific individuals have been identified, the department
must provide the Summary Transaction Sheet (Attachment Ii) to the CEO
Budget Analyst, which must be attached to the approved Exception Form (the
request with no names).

a. The. Summary Transaction Sheet must have the correct number of
positions, classifications and employee names and must "tie back"
and be attached to the approved Exception Form prior to all
CWTAPPS transactions.
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ATTACHMENT I .

b. The CEO Budget Analyst wil initial the Summary Transaction Sheet.
This is done so that the CEO Budget Analyst can ensure that the
approved Exception Form (with no names) "ties back" to the hiring
transactions that the department wishes to enter into CWTAPPS.

c. Once the CEO Budget Analyst initials the Summary Transaction
Sheet, a copy wil be provided to the departent and the department
may proceed to the CWTAPPS input process outlined in Section E
below.

E. CWTAPPS Input

REMINDER: All prerequisites must be met (e.g. Livescan and cleared medical exam)
prior to CWTAPPS input.

1. Schedule an appointment

a. When the department is ready to input transactions intò CWTAPPS,
they wil call CEO - Classification and Compensation. Administration

as soon as possible to set-up an appointment for CWTAPPS entry.

b. The department must have the following information available before
making ~~- the call- to . CEO - Classification and Compensation
Administration. The scheduler wil ask the department for the
following information:

. Department name

. Name of department representative

. Number of transactions

. Requested time of appointment and estimated time needed for

input of all transactions
. Name and phone number of person from the department

making the appointment.

The following CEO staff wil serve as schedulers:

Lisa Cotton - (213) 974-2468 (primary)-
Icottontâceo.lacounty.gov

Rosy Alaniz - (213) 97 4-2608 (backup) -
ralan iztâceo.lacounty.gov

Cecila Surla (213) 974-2420 (backup)-
csurlat§ceo.lacountv.gov
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ATTACHMENT i

NOTE: If the department needs to cancel or change their appointment, they must call the
scheduler immediately so that their time slot can be given to another department. .

2. Prepare a Hiring Freeze ~ Summary Transaction Sheet For CWT APPS Input

(Attachment II)

The Summary Transaction Sheet for CwrAPPS Input should list all of the
transactions (exemptions and exceptions) to be input into CwrAPPS during that
appointment time. The Summary Transaction Sheet must include the
department name and approval by the Administrative Deputy or higher at the top
of the sheet. The Summary Transaction Sheet must also Înclude each
employee's name, payroll title the person is being hired onto, action (i.e. new
hire, reinstatement, etc.), aod effective date of transaction. Attachment II wil
have a column for the CwrAPPSentry date. The department wil hand wrie in
this date as they enter the transactions on the day they come to CEO -
Classification and Compensation Administration. The Summary Transaction
Sheet must match the Exception Form exactly.

3. Assemble and Copy the Required Documentation

The Summary Transaction Sheet, along with copies of each Exception Form is
to be provided to CEO - Classification and Compensation Administration at the
scheduled appointment time for CWTAPPS Input. These documents wil be
retained by CEO - Classification and Compensation Administration, so copies
needed by the department should be made prior to the appointment time.

4. Check In Procedure

Department representative wil report to Room 526 of the Kennneth Hahn Hall of
Administration and ask for Lisa Cotton or the backup scheduler..

The department representative wil sign-in on the CWT APPS Transaction Log
Book maintained by CEO - Classification and Compensation Administration.

5. Log-On Procedure

Once the department representative has signed in, the scheduler wil contact the
CWTAPPS log-on person. The log-on person. wil escort the department
representative to the designated CWTAPPS entry station.

- The department representative must provide a copy of the Summary
Transaction Sheet along with the copies of the signed-off Exception Form(s) to
CEO - Classification and Compensation Administration. The log-on person wil
inspect the department's documents against the Exempt Positions List and the
attçhedr approved Exception Farm(s) fOL the.. appropriate. information .and.
signatures. CEO - Classification and Compensation Administration wil retain
this åocumentation for their fiies.

Page 5 of7



ATTACHMENT I

Once the log-on person has validated the department's documentation, the
department representative wil be logged into the CWT APPS workstation.

6. CWTAPPS Input

The department representative must have the relevant knowledge of CWTAPPS
transaction input, as CEO staff wil not be available to assist with the input.

The department representative wil then enter their transactions into CWTAPPS.

7. Log-Out Procedure

Once the department representative has completed the input entries, they are to
log themselves out of the CWTAPPS system.

The department representative must report back to the scheduler that they have
finished with their input. The scheduler wil have the department representative
sign-out on the CWTAPPS Transaction Log.

E. Services, Supplies and Capital Assets Appropriation

Partial exemption from the services and supplies and capital assets freeze shall be
within the following guidelines:

. Travel and training requests do not require CEO approval; however,
departments should limit participation in all training programs that have direct
costs attached. Discretionary travel and training should be discontinued by 

all

departments.

. Tuition reimbursement wil be permitted only for continuing education classes for

licensure requirement.

. Mileage claims that are required as part of the job assignment wil continue to be

reimbursed, but departments should monitor all non-essential mileage and
encourage alternatives where appropriate, such as conference calls.

. Renovations that are currently underway may continue. New renovations are to

be deferred unless the delay creates a health and safety issue.

. Only time-off wil be authorized for employees to attend the Management

CounciL. All out-at-pocket expenses must be paid by the employee.

. No capital assets expenditures unless equipment is deemed non-repairable and

essentiaL.
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ATTACHMENT I

. Grant-funded capital assets purchases wil be approved on a case-by-case

basis..

Situations may arise that require a partial exemption from the services, supplies and
capital asset appropriation freeze. Please review the below guidelines and procedures
that have been developed by the CEO.

If due to- the appropriation freeze, a budget unit's appropriation becomes overdraft,
departments may take the following steps so that their appropriation is no longer
overdraft. Steps should be taken in the following order:

1. Reduce Encumbrances - Departments should review all encumbrances to.
determine, if any, encumbrances already established can be reduced.

2. Request a Reduction to the Amount Frozen - Complete the Exception
Form - Requests for Hiring, Seivices, Supplies and Capital Assets
(Exception Form, Attachment IV) and submit it to your CEO Budget Analyst. If
your CEO Budget Analyst agrees with your request, their recommendation wil
be submitted to a CEO Budget Manager and DCEO for approvaL. Final approval
rests with the Senior Assistant CEO.

When completing the Exception Form, ensure that the eCAPS Financial System.
accounting codes are properly completed for the budget unit in question (see
sample coding on the attachment).

3. Approved requests to reduce frozen appropriation levels wil be forwarded to
CEO Finance, who wil coordinate with the Auditor-Controller to make the
necessary changes in the eCAPS Financial System.

4. Budget adjustments that shift salaries and employee benefis (appropriation
savings to other appropriations (Le., services and supplies, capital assets or
otherqharges), including action budget adjustments wil continue to be
monitored closely by the CEO.
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ITEM NO.

DEPARTMENT:

2934
?925'
2935
7472

Z!14
6049
2923
2922
2924
2926
2932
2927
2102
2216
e243
8242
2931

DEPARTMENT:
5068
5.065
5066
5894
4878
4879
4979
5545
5082
5858

-S090
5087
5469
5468
5208
4919
5357
5513
9013
5472
'4959
4745
4746
4751
4757
4749
4760
4767
4750
4763
5794
5560
4936

ae96
4976
4902
5836
5104
9001
6531
7081
'5778
4899
48~5
5.055
5802
5359'
5121
5098
5856
5608
5611

ATTACHMENT II

ITEM CLASSIFICATION. ,
EXEMPT POSITIONS LIST. -, -,. ..' .' ...

. : REAON FOR EXEMPTION, '
FIRE
All Classifcations Are Exempt Except the Below:
ASST CHIEF, LIFEGUARD SERVICES, FIRE
CAPTAiN, LIFEGUARD SERVICES, FiRE' .
,CHIEF. LiFEGUARD SERVICES, FIRE
FIRE EQUIPMENT MEC'HAIC .
INTERMEDiATE TYPiST-CLERK
MEDIUM TRUCK DRIVER .
OCEAN LIFEGUARD'
OCEA LIFEGUARD CANDIDATE'
OCEA LIFEGUARD SPECIALIST
RESCUE BOAT'CAPTAIN '..,',.,..'

. . SECTION 'CHIEF:i.IFEGÜARD SERVS, FiRE
, :SENIOR RESCUE BOAT CAPTAIN ' .
,SEN'IPR,SECR.ei~Ry.iIi',
. SENIOR TYPIST -CLERK
'SrUÖENT PR'oFEŠSIONÄL WORKE'R'1

. ,STUDENT Wó'RKËR ,.. '00 ,-" "
YOUTH 'PROGRAM SPECIALIST

.HEAL TH SERVICES
Ambulance Dispatcher

, Ambulance DrIver ..
Ambuiance Medical Technician'
Audiologist i

Autopsy Technician
Autopsy Technician, Ph~tography
Blood Gas Laboraory Technician I
Cardiac Electrodiagnostic Technician I
Central Service Tech I
Certified Oaupationel. Therapy Assi~tant
Clinic LVN I
ëlinic Nursing Attendant I
Ciinic Physician, MD
Clinic Physician,. MD/Per Session
Clinical Instrutor. RN
Clinical Microbiologist l
Clinical Nurse Specialist
Clinical Pharmaci~t .
Clinical Social Worker
Consuiting Specialist, MDlPer Session
Cytology Laboratory Tech I
Dental Assistant

Dental Åsi;~stant. Special ProcedureS
. Dental Hygienist
Dentallntem '
Dental Laï:ioratöry Radioiciic Tech
Dental'Resident " , '.. ..' ,

:, ö.~niál'$p~j,iiiii;t.:
, Dental Technician

. Dentist
,Diägiisti.c Ullra~ourièi Tecnici?ln .
EEG Technician I
Electron Microscopy.Specialist
Hospital Medical Assistant
Laboratory "~sslstant ... .

Laboratory Quaihy Control Coordinator
Licensed Physical Therapy Assistant
LVNI
Medical Casewoiker I
M~dic?ll Electronic" Technician
Medical Photographer

. Medicaí RadiatiëiilPhysicist
. ',ivedicai TeCh. Òata Systems

Çjinicài \ab9i?ltc!' sêiéíitist,
. MortuC1ry Atlendant. __

Nuclear Medicine Technologist i

Nurse MidWife . '. '
. NuisePractilion'er

Nursing Attendant I

Ç)ëC,i.P?lt.iorial !h~rapištl
Ophthalmology Tech

. . 0 tometrisi" ,',

Special District funds (In.cluding Lifei;uards which are seasonal, e~t for the below)

NÓTEXEMPT
.NOT ËXEMPT
'NOT exMPT
NOT ExEMPT

;' 'NÖr'XEMPT
, 'NÖTEXEMPT

;NOi' EXEMPT'
.' :'NOT EXEMPT

i : NOT EXEMPT
~',¡r.ÓT ~!=,~Pr.

¡NOT EXEMPT
.' -:NÓT EXEMPT

; Nöt -EXEMPT .., - ,., ..
. : NOT-EXEMP"' ,
, Ñor"ËXEMpT"

: ÑÖT EXE-MPT

1'01" EXEMPT

Critical Ancillary Staff
Critical AnCillaÏy $t~ff
Direc Patient Care
bire Paiient Care

. Crical Ancíllary Staff
Critical Ancilary Staff

. Critica Ancilai) Staff
Direct. Patient Care
Critlc: Ancilary Staf
Direct Patient Care

-- -'Direct Patient Care

Direct Patierit'Care
Diret Paiien! Care
Direct Patient Care

. Direct Patient Care', tite change oniy

. Criiical Ancillary Staff
Dire.ët Patient Care
ç:~ticil Ancil,lary Staff
Direct Patient Care
Direct Patieni' Care
Critical AicilaiY 'siaf
Direct Patient Care
Direct Patient Care

. òirect Patierit Care
: Öirec Patient Care
Critical Anci'llary Staff

;ïjirei: Paiie'iit Care .
....:öireci 'Patient ëare

;'ërïiëài Aiëiila-iy Staff
. 
Direct Patient Care'

. Critiëa'i Årcilårý Siaff
,Critical Aiëmary Staff
'Critical Ancilärý Staff
Criical AnCillarý Stáff
. tritical Anciiiåry Staff
, Critical AncliialJ Ståff
Direct Patient Care
Direct Patient Care

, birect Patient Care .
'Criical Aiciii~rY Staff'
Critical Anciiiary Staff
Criiical AnCillary Staff

: CritiCai AiiCiiiary Staff '

-e~~i?i,l.ai~~ry Staff. ¡ite cnäni:.e orly . :
: Crliçal Ancil~ry StaJf.
i Critical Ancillary Staff

.... 6irëë Patieiit' Ca're .
. . ;bi~~~. pätlent tare
, : Direct Patient Care
. '-.öireet Patiëni care"

ërilìc1 AnCiiláry .Staff
... ë"jtical Aiciiià"" staff .

"
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ITEM NO.
5595
~12'
5512

.5501
5504
4971
5837
5047
5408
5476
5474
5421
5422
5408
5411
5880
9034
5567
5772
5801
5798
5799
7071
5514
5506
5871
5870
5133
5134
5135
5108
5882
5261
5575
5585
5118
5887
5886
5113
5415
511Î
4954
4953
4948
5096
5613
4773
4772

DEPARTMENT:
7202.
7203
7200
7793
7198

DEPARl'ENT:
-.5276A .

S695A
8697A

-S694A.. 

8103A
1479A
1480A

.9001A
9029,0
9030A
546Ú
5278A
S111A
4735A
5121A
5474À
5411'M
9034A

7/2212010

ATTACHMENT II.. . ..w
EXEMPT POSITIONS LIST

. 
ITEM CiJSSIFiëATioN

9rt9Pedic Teçh. ..
Grtoptic Tech
. Pharmacist
. liiämiäcy Helper
Pharmacy Technician' .
Phlebòtomy 'rechniëiån I
PhysiCai Therapist I .

PhYsician Assistant

:Phy~ician I"ostgraduat~ f .

Physician Specialist (Non-Megaflex)
Physk;ian. MO .. .
Physician, MO (i' Needed/OT)
PhysiCian, MD/EmergencY Room
Physician, Post Graduate (1st Year)

. Physician, Post Graduate (2nd. 7th Year)
Podiatñst
~s'yc~i!!lria Socialvvorker I
Pulmonary Physiology Tech I

. Radiation Protection Specialist
Radiation Therapy Tech .

Radiologic Technologist -
R!,~ialo.gic .Tec~~o!oiiist,. Special !,race~urlis
Radiology Photographic Assistant

Radiopharmacist
Rad!opn~rniacY Teah. '. : .

Recreation Therapist I
Recration Tiierapy Assistant
Registen;(f Nurse i
Registered Nurse II
Registered Nurse iii
Rehabilitation Associate
Rehabiltation Therapy Technician
Relief Nurs .
Renal Dialysis Equipment Technician
Respiratory Care Practitioner I
Senior Student Worker Nursing
Speech Pathoiògistl
Speech I"atholcigv. Assistant
Studerit Worker Nursing .
Supervisor of Residents, M_ D.

. Šûrgical Technician .

. Tissue Analysis TeChnician i

. 
Tissue Analysis Technician Trainee
'Toxiço.lagy .Tech.
Unit Support Assistant
Urology Technician I .

Visiting Dentist/Daily
Visiting Denti~t/Per Sesion

. .'REÄSÕN-FÓR EXËMPnoÑ .
. ci!i~fAiiëiill!ri .St~ff .. .
Criical Ancillary Staff

: -. C'riieal ÄncilaiY Staff
: Criticåi Änclïiäry Staff
: C.ritical AnCiiiiiy Staff
. Çr.iti~I.~c(lil!.rY Staf(
: Direct Patient Care
,Direct Patient Ca.e
. "Direct påtient Care

. . Direct. Patiëiit Care., ~eni number and tite ciange
Direct paiieni Care, item number and title change

. Direct PatiEint Care
Direct Patieni Care

: . .. ()I~ct Pat\e!:(C~re - .acCmpa~ie.s the additon .of 5411 Phy~ician. Post C3r~uate.
. . Direct Patient Care, tite change only

: Direct Patient Care.
öirect"piiiient. Care
birect Patient èare .

: CritiCai Äiciiiary Staff
."c~ti~\Ani;I.iiiry: s~~!t.
, Critical Ancilary Staff

.. . .'çiiglI.A~d!iaiý: ~I~i(
Critical Ancilary Staf

.:Criiical ArcilaiY Staff .
'C~iic~I.Jl.~lìa,iy 'stå.
. Direct Patient Care
,Direct Patient Care
Ditect Patient Care

. DireCt Patient Care
: Óirect påtient Cäre
Direct Patient Care

. Direct Patient Care

. Direct Patient" Care
Crilcal Ancillary Siaff
Direct Patient" Care

. DireC¡ Pallent Care

. Direct 'Patiënt Care
birect Pätiëni Care. .

.Direct PaliEmi ë'äre .
Direct Patient Care
Direct Patient Care .
Critical Anciiiary Stia
Critical AncilarY Staff
C'ritlcäi Ancilary Staff

.. Direct Patient Care
Direct Patient Care

. Direct Patieni Care

:I?ireCt Patient Care

tNTERNAL SERVICES
Assistant Chief Stationary Engineer
~hief StaiionaiY. Engineer .
Stationary Engineer Contrl Specialist
Stat¡onary.~riiii~eer Helper . .

Stationary Engine~r II

: MEiiTÄL ¡:ÈÃL. TH
. Asst Mentiii Hëaiih Counseior. RN
. . Cliiiiciii" Psychologist i .

. tl.iniça.! Ï'~ycho!9.gi~i"!1 .: .. ...
'. Clinical P~ychol~9Y.I!'t~rn. ..

Community Worker
Cönservator/Ädiiinistraior Assistant

. Dep'!J Public C~nserVatorfAdmr i
Medical Case Worker I
Mental Health Clinician I
Mental Health Clinician II
Mentai .Heaith Q.ø.nsutaÚI'I (per Sessn)

Mental Health Counselor, RN -
Mental Health Peer AdvoCte
Meiital'Health psychiaÎrist .

Nurse Practiioner'
Physi.cian, M~.(N6iiMege.f1~x) ..
Physician, Post Graduate (2nd - 7th Year)
Ps chiatric.'Soclal Worker I

i ,~up'~rvs.~s.:~iier9Y plarit Piaršoiin~.1 !1ii .ap'e.i-tion~ 24F op~.rat!~ri

:.Si,~.rvls.~. ~1Je,r9.Y plant_p.!rs~nn.el an~ operatlci!'s ~4n ap.eraion.
..MonitCl.r~ elJ~~V p\~ri.t.~quipir~nt perr"!~nce ... ... _

'Maintain compliance with Aricle 15 - BU 401 MOU staffng levels
. :M~int~ln..c.oripiiänçë liitii Articie. '16 - B~' 40f MOU. staffng .Iev~is

'. birect ïiátieni ca.e
. . .:.. 'Í?¡r.ec!.~tleiii.ClrE!.. :..

. .: Direat. pa,!!erit ~.re
. . Direct patient care

))irë~t ~ii~ïif.ëäre::' ~.. .... .
Supports direct .client services; direct legal. fidi,ciary responsibilty.

. ~.uppons aìre~t. ç!ierit s~rvil?; dirëctlegal ~ducia.ry reponsibilty.

. Direct patient care
Direct ¡)tieiii carë ..

. Direcï patient cäre
D!.regtP.;¡tien(ë;åre .
Direct patient care

. Direci patiënt care .
Dirëci patient caie
DireCt patient care

~¡rect p.~ti~.nt '~¡'e ......"
Direct patient care, title change only
Direct . atient Care .
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ITEM NO.
9035A
8161A
8162A
B163A
5139A
5140À
5141A
8593A
8712A
58B4A
'9038A

.S340~
5~41~ .

DÉPARTMENT:
5668

."5670
5671
5707
5230
5772

DEPARTMENT:

5884

5883

DEPARTMENT:'
. 5350

5856
5837

-DEPARTMENT:
1757 . .
1759
4613
4848
5230
5479

DEPÅRTMENT:

4614

DEPARTMENT:
9178
9179

. 9165
2214
e051

DEPARTMENT:
4895

4333

4331
2217
2707

. 43.3;! 00

4334

5107 .
5100
5214 .

5512

5504

7/222010

ATTACHMENT II

EXEMPT POSITIONS LIST

-. ...... '"

ITEM CLASSIFICATION
Ps)'chiåtrc'Soci'al Worker II'
Psých-iätric Technician I .
Psyclilat~c TechniCian II
PsychIatric TeCinician II
Registèred Nurse I, Sheriff
Registered Nurse .11. Sheriff'
RegisiEi Nurse iii, Sherif .
Rehabilitation Cêinselor II .
Sr 'CommuniÏy MEmiai' Heaith' Psychologist
Súbstanee Abuse Counselor. ..

. Supeisi.rs. .~~yc;hiiin~ ~ociai W~rker.
ß!!P,i:!si!)g ~1~.N,u~e.I,. SJ')eriff '.
Supervising ,St~ Nurse II, Sherif

PUBLIC HEATH
. Environmental Healt Technician
En¡'ironnien~i Heal~~ Spe~alist I
Environmental !ie.alt Specialist II
Health Facilities Evaluator, Nursing
Public H.ealth Nurse .
Radiation Protection SP.ecialist

. REASÕN i=ÖR EXËMPTióN
:b.ï"rec pa.~êni ~ëårè :':.~

'Direc patient care
. DireCt pauërit care ,.
Diret påtient ëare

.'~!r~ p'~~at ~re_
Direct patient care
Direct"iiätieni Care .

: Dirct pätient care

. '. .' .1J!ref.p'aiie~t. ~e
; Direct patient care
:"i;irecf~at¡eni ëãre
,.õfr~tP.~e~t çei:e .~._.. .

.'air,ctp!:t1Elnl ~re .

; Critical Public Heålth Inspections
: Critcal Puiiiic' Health Inspections
Criiicaj"P"u"i'liÚfealiiï InspeCtiOns

: Critical Public Health'lnspections
. Dire9. patient car~ '.
Critical pubric Health Inspections

PUBLIC' HEALTH. ANTEL()PE VALLEY REHABIu'r ATION CENTER

. .SUBSTANGE .A!3U.~E CqUNSELOR

SUBSTANCE ABUSE COUNSELOR AID

PUBLIC HEALTH - CHILDREN.S MË'oICAL. SERViCES .
. MEDICA SERVICES CbORÒiNÄTOR: cës . 00.. .
OCCiJPATIONAL THERAf'IS'(I. . .

PHYSIÇAL THERAIST i

PÛaUCHËÁí.i'H~Oi=I~ê-OF-ÅlrrS'p~ÓGl~AM & POLICY
. . EPIDEMIOLÖGY ANAlYŠÏ"' , ,...
. EPIDEMIOLOGIST' .
HEATH PROGRAM COORDINATOR
HEALTH EDUCATOR .
PUBLIC HEÄL TH NURSE

. CHIEF PHYSiCIAN I,MD

..Direct patient, care (hard-to-recrll positio.n due t~ special!Zed certfiçiition re.quire,mflnt)..

'I?irect P!!tient care (hard-to-recrit p~sition.d\Je to speci~rized .certfication requiremen~).

'. P~iton: I?roy!~~~ç.~ti_cäi serviçe aUIortions for t:cs ¡Ír~vidflrs. _
Direct patient care (hard-to-recruit position)

. D!reçl :P.~~~ii ~å!~ .(hard-to.re.qry!t positiori)

Ryan White. CARE Act Requirement
Rýan Wi~e ëÄRE Act'Requirement
Ryan White CAAE Act .Requirement
Ryan White CARE Act Requirement
Ryan White CARE Act Requirement

. Ryan White CARE Act Requirement

PUB.LC HEALTH. SUBSTANCE ABUSE PREVENTION & CONTRÕL
: Ensure!! thåt community-based programs' are in complianc with federal ånd Siate
. requirements. Failure to comply with terms of the contract constitutes grounds for the

,,~tcte to s~spend, recovflr paYl'enls or terminate th~ contract.CONTRACT PROGRAM AUDITOR. .
PUBLIC SÖëlÄL SERVICES
. Eligibilty Worker I ..

'.: .E:ligiaii~y worki:r'ii.: '.' ,
GAIN Services Worker
iiiteriedjate :Typist qlerk
So.cial.INl?~e,r

SHERIFF
Clinic~1 Låboratory Scientist i

Criminalist

Criminalistics Laboratory Technician
. çust9.Y Records 'Clerk I -

Deputy Sheriff Trainee

.' ' F~reri~ic .i~flritifi~ttoii ~p_e~ieIi!!t L

. F~ren~ic Identifiation Specia.l.i_st n.

flursjn.g-.~~~t~. 00..
Nursing Attendant II
'Nurs.iig lristriëtõ'C' . .

Pharm!:çist

Pharmc Technician

. ProvideS direCt client services/Entr level positionlCaseloaci driven
;Provf.cieS ~Ireci ëiiëntser0~es~aired c.iass ,promotion ....

Provides direc client serviceslCaseload driven
. eniry.leveVDireç Client services. . _ . .
:PrQvi~~ ßire~ cliflnt services/Paired class promotion .

. Pertorms cli'niëal.laboratory teSis.

: Peif~rms phystcal.and chein.i~1 aiial~es rec¡i,ire in sgieintific ,c~mi.n.al !nvflstiiiations. .

. . ..~eirorms st.an~liI~ ch~mical proce~ures t'l ¡¡alyze ~peçmens of E!xtdfl.ntia.IJ material. .
.. j.p'.eirl?rr~.~peciii!t;reß_cterical )Nork. lnJh.e. C.\Jstoay Div:i,~!.an~.hflriffs. Depaiment..
.. ..: ~articil?ate~ in.l! b~~lc !i:.w enf.o.rcement .tr~ining. p,~gl!rii: .

,Positions In this class learn both field and laboratory analysis Including processing crime
.s.~n.es. ~YJ.~~S,Q!Zin.l_ ~e~!~h..ln~,..~lIecing,. an~.pr!,se.rvin~ p~yl?i~1 ~vid.fln~.. . 00 .
'Performs field or labortory analysis for procssing and comparing fingerprints, and
,processing complex crme scenes.
ÄŠsists iri tiie prõvjs¡õil of nursing care and ïnedlcaltreatment of inmate' påtients in a

J;ll,eii~~9H~c¡KfAA¡!it . '. '. . " ." .'-. . . .' 00 -. . .. ' -

.'r~.'!~~ .~!!~~!~~~. car, t~p.~t.ie.nts in a.C?rrei;tio.riI, ~a.çili'Y. .... . .,
: Provides instruction and trining to nursing staff.
;p'ròvidëS"p.rfe-ssiönål phiúmacy serVceš"in'ä cörrectionå! fäëi!ity and provides technical

: .~!ip'ry'i~i~n. t~ ~~pport..P~r~ci.!1.n.e.l. i.n. t~~, pe.J!9i:i:C? or. ph~~~_acy' duties. ,
'Performs a variety oftechnical and support pharmacy services in a correctional facility
. harmac.
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ATTACHMENT II. '
EXEMPT POSITIONS LIST. .... .

ITEM NO. Ir"ËNí CLÅŠ'SIF'ICATlON. '
5476 p~ysician Specialist. M.D.

.2450 Public Respons~ l?ispatcler I

5(98 Ra~ic;iogic Tech~oiogist

5139 Registered Nurse t

5140 Register~d, Nurs II . .

5141 Registered Nurse II
2827 aecu!,ty Assi~tent .
2828 S(¡cuñty Ofcer

5340 Su ervisin Staff Nurse I

. .. . RÈASON FOR EXEMPTION
provides specizd meical servces to Inmates' in '8 eorëional facility as required by
Title 15.
'Receves trining and practiCai exèñence, under immediate šu~sion, 'in receiving
.and responding to calls for emerency and non-emergency assistance at the Sheris

:1?~p'~rtent.ç~lTuni~ti~n.~,llter .... .. _.. ._' _ ,. ,-. ..

! Performs radiographic procedures employing the use of X-ras to produce images of
..I'yar!olll¡ p'a~?r t1~ .~~Y.!Cr: the._~,i~¡¡n~sts Qf.P~!h0I09a!.~~ ~lJ~tic .d.isor~e~. ..
: Proides professional nursing care to Inmates in a corrtional facilit as required by,Tite15. .
, Tiis experenced cJasi¡ provides Independent, Compreb.erii;iie proesional nurSing ëa
. to a diverse group of patients in a vañety of patient cara settings and precpts or leads
others.

. This pro1icient class focses on applying extensive knowledge and skils to consistenUy
p.rovi.~e comprahElnsive cara .to in,,ate patients .in .a..S.~erifls ~stod~ facilit.

. As~ls~ ewarn 'p~~arin.~ in.p..r9.~ldin¡¡ ,lie~ritJIn.~!l\,a~in9. ~.l,niY ,I?rop.~rty.

,Asiii~.!!wom. pertonnel in guarding Ci;unty pro~iw. . , ... . .
Supervise nursing activities on a ward or In a clinic in a large Sheris Custody facility,

'infirma or an out!'n custod facii' for a shif.

")
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ATTACHMENT V

FREQUENTLY ASKED QUESTIONS - HIRING GUIDELINES

1. Are Blanket Authority Exception Requests Permitted for Large Numbers of
Positions and/or when Multiple Site Visits may be Required?

Blanket Authority Exception Requests are permitted and can be 'reused',
however departments are responsible to ensure they are. within the blanket
authority limitations approved by the Chief Executive Offce (CEO). To assist
CEO Analysts confirm that departments are within the limitations of the approved
request, the Exception Form - Requests for Hiring, Services, Supplies and
Capital. Assets (Attachment IV), includes space to add the total number of
positions approved for Blanket Authority. The Summary Transaction Sheet
(Attachment II) has space to include the Blanket Authority Limit (from the
Exception Form), the number of transactions that were entered in CWTAPPS
during a prior appointment, the total number of positions entered during the
current visit and the balance of blanket authority positions pending input at a
future time. . Use one Exception Form for each classifcation approved for Blanket
Authority. The total number of positions approved for Blanket Authority must be

indicated as a number, and not specified as 'up to ordinance authority'.
Departments must attach all Summary Transaction Sheets related to the Blanket
Authority to the approved request. After the blanket authority limitation is
reached, a new Exception Form must be approved by the CEO.

2. Is it Acceptable to Reuse a Prior Approved Exception Form for CWTAPPS Ëntry?

No - except in the case of a Blanket Authority Exception Request (see above), a
copy of an approved Exception Form should not be 'reused' as an approval for
subsequent CWTAPPS entries. Even in cases where the CEO approves a
position that is subsequently 'turned-over' quickly, the department must again
obtain CEO approval, as this is considered a new hire.

3. Is There a Need For and/or What is the Manager Level Required for Signature on

the Summary Transactions Sheet for CWTAPPS Input?

The Summary Transaction Sheet for CWTAPPS Input must be approved at the
level of Administrative Deputy or higher, or managers/staff that have the authority
to sign for this leveL. The Transaction Sheet includes space for a contact number
as well, in case there are questions regarding the input. Also, the Summary
Transaction Sheet must be attached to the Exception Form, which must be

signed by the CEO Budget Analyst, Budget Manager and DCEO.

4. What is the Procedure for Updating the Exempt Positions List?

If there is a critical health or safety position that must be added to the Exempt
Positions List (Attachment II), notify your CEO Budget Analyst immediately to
obtain clearance to add the-item to the. list. Your CEO Bi.dget An-ãlyst wi1 send
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an email to CEO - Classification and Compensation Administration approving the
item as exempt, and then notify CEO Finance to update the Exempt Positions
List. CEO Finance wil update the list and provide it to the CEO ":Classification
and Compensation Administration. If the CEO Budget Analyst does not notify
CEO - Classification and Compensation Administration via email that the item
has been approved for the Exempt Positions List the department wil not be able
to enter the item into CWT APPS

5. 120-Day Retirees- What is the Procedure for Annual Authorization?

Exception Forms are required for 120,;day retirees. CEO approval must be
obtained before any retiree is employed ("new"), or re-employed (a "roll-over")
the following fiscal year. .
If departments anticipate many rehired retirees, one Exception Form may be
used for the annual summary request. A schedule (any format may be used,
e.g., Excel or Word) with adequate justifcation for each retiree, along with
manager approval, must be attached to this single Exception Form. Adequate
justification includes:

. Department

. Names of retirees department wants to renew/rehire

. Explanation of the use of these retirees (must be limited to critical
positions where the necessary expertise is otherwise .unavailable within
the department. )

. Comments on the department's plan to transfer retirees' expertise to
permanent employees

Each new 120-day retiree employed outside of the annual process wil require an
individual Exception Form. r
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Attachment VI.

County of Los Angeles
CHIEF EXECUTIVE OFFICE

Kenneth Hahn Hall of Administration
500 West Temple Street, Room 713, Los Angeles, California 90012

(213) 974.1101
htt://ceo.lacounty.gov

From:

All Department Heads

Willam T Fujioka
Chief Executive Officer

Board 01 SUpervisrs
GLORIA MOUNA
First Distrit

MARK RIDLEY. THOMAS
Second Distñct

ZE YAROSLAVSKY
Third Dlstnct

DON KNABE
Fourth District

MICHAEL D. ANTONOVICH
Fift Dislnct

WILLIAM T FUJIOKA
Chief Executive Offcer February 23,2010

To:

120-DAY RETIREES. .
By memorandum dated December 2, 2009, departments were asked to reduce the employment
of County retirees (i.e., 120-day retirees). We subsequently provided each departent with
information on the current number of these individuals and the cumulative hours worked by
each employee in the current fiscal year and emphasized that the use of these retirees must be
limited to critical positions where the necessary expertse is otherwise unavailable within your
departent. Further,. every effort is to be made to transfer this expertise to permanent
employees to reduce the. 120-day retiree population to an absolute minimum by June 30, 2010.

As you know State law governing the County's retirement benefits (the 1937 Retirement Act)
. prohibits-the employment of retirees for more than 120 wor-king days (960.wGl"kinghsurs) in any

fiscal year. Exceeding this limit for any retiree may subject all active and retired employees to
severe tax consequences under State and federal 

law. To assist departments in managing their
rehired retirees, we wil continue to provide you with periodic status reports showing the number
and identity of your 120-day retirees and the cumulative hours worked to date in the current
fiscal year.

The most recent information we have shows that some 120-day retirees are already very near
the 960 hour limit for this fiscal year. To ensure we do not exceed this limit, we are asking all
departments to:

1. Obtain specific annual re-authorization from your CEO budget analyst before any retiree
is employed or re-employed in a subsequent fiscal year. This wil be the case

regardless of whether the costs are provided for within your adopted budget.

2. Carefully monitor the hours worked by your rehired retirees, so that, without exception,
no retiree works more than 960 hours in a fiscal year.

If you have any questions regarding this matter, please call me or contact Ellen Sandt at
(213) 974-1186 or esandt~ ceo.lacountv.gov.

WTF:EFS
WGL:RP:df
c. All Administrative Deputies

N:\BOARD LETE:R$ AND ÓRDINANCES\201U\Wotd Chron\120 day Aêtifåè föllow up 2-1 
Mocx .

"To Enrich Lives Through Effective And Caring Serviceu

Please Conserve Paper - This Document and Copies are Two-Sided
Intra-County Correspondence Sent Electronically Only


